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ABSTRACT 
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This document contains validated activities and competencies needed 
by librarians working in a public library. The following operational 
definition of competency was developed: 



A competency is a generic knowledge, skill or attitude of a person 
that is causally related to effective behavior as demonstrated 
through external performance criteria, where: 



• Knowledge is having information about, knowing, u n d ers ta ndin g, 
being acquainted with, being aware of, having experience of, or 
being familiar with something, someone, or how to do something. 

• Skill is the ability to use one's knowledge effectively. 

• Attitude is a mental or emotional approach to comething, or 



We have identified several types of knowledge that are necessary to 
perform information work satisfactorily as follows: 



• Basic knowledge in such areas as language, communication, 
arithmetic operations, etc. 

• fii»>jgfffr knowledge of primary subject fields of users served 
such as medicine, chemistry, law, etc. 

• T.ihrary and information work environments such as the 
information community, its participants and their social, 
economic and technical interrelationships, etc. 

• Knowledge of what- work ie done such as the activities required 
to provide services and produce products, etc. 

• Knowledge o f the organization or "»»r community served such as 
th» mission, goals, and objectives of the user or the 
organization, user's information needs and requirements, etc. 
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There appear to be three kinds of skills necessary to perform 
information work satisfactorily including: 

• Basic skills such as cognitive, communication, analytical, etc. 

• Skills related to earh specific activity being performed such 
as negotiation of reference questions, evaluation of search 
outputs, etc. 

• other skills such as managing time effectively, budgeting and 
making projections, etc. 

Attitudes of librarians are found to be extremely important to work 
performance. We have found it useful to subdivide attitudes into: 

• Dispositional attitudes toward one's profession, the organiza- 
tion served, one's work organization, and other people such as 
users and co-workers. 

• Personality traits/qualities such as confidence, inquisitive- 
ness, sense of ethics, flexibility, etc. 

• Attitudes related to job/work /organ izat ion such as willingness 

to accept responsibility, willingners to learn, desire to grow, 
etc. 

Hie activities and competencies are organized according to the 
functions which librarians perform, and by professional level as displayed 
in Figure 1. The competencies are emulative across professional level, 
i.e., competencies of mid-level professionals include entries shown at the 
mid-level as well as those at the entry level, etc. 

It is inportant to understand the distinction between functions 
performed and positions or job titles. Our rationale behind the functional 
approach was that we were more concerned with what information profession- 
als do than with what they are called. In a single-person library, 
therefore, the librarian will undoubtedly perform more than a single 
function. In using and interpreting the competency data in this document, 
it is important to consider the functions being performed by 
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professionals and the activities being performed to determine which 
competencies are appropriate. The functions identified for librarians 
working in public libraries are: 

• acquisitions 

• cataloging 

• circulation and reader services 

• collection maintenance 

• interlibrary loan 

• management 

• reference 

• serials control. 

Three professional levels were defined as follows: 

• entry level (up to 3 years of professional experience) 

• mid level (4-9 years of professional experience) 

• senior level (10 or more years of professional experience) . 

The activities performed are listed first and numbered sequen- 
tially. The actual assignment of individual activities to subcategories of 
the major activities and to the functions varies from library to library. 
The organization of activities that we developed provided us with the "best 
fit" case. Indented and unnumbered activities are essentially peraprofes- 
sional activities which, in small libraries, may be performed by 
professionals. 

The activities are followed by the validated sets of knowledge, 
skills and attitudes. Two versions of each of the lists are provided. The 
first set have those competencies designated by the validators as essential 
in bold face print, and those designated as desirable in regular face 
print. The level of emphasis is denoted by asterisks as follows: 

• denotes each competency rated as essential or desirable by 
50-70 percent of the validators of that competency 

** denotes each competency rated as essential or desirable by 
71-84 percent of ,fchaf validators of that competency 
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denotes each competency rated as essential or desirable by 
85-100 percent of the validators of that competency. 

The second set of knowledge, skills, and attitudes have competen- 
cies designated by the validators as becoming more or less important in the 
future. Again, the le*el of emphasis is denoted by asterisks as follows: 

* denotes each competency rated by 1-20 percent of those who 
validated it (as essential, ck~irable, or not applicable) as 
becoming more or less important in the future 

** denotes each competency rated by 21-40 percent of those who 
validated it (as essential, desirable, or not applicable) as 
becoming more or less important in the future 

*** denotes each competency rated by 41-100 percent of those who 
validated it (as essential, desirable, or not applicable) as 
becoming more or less important in the future 

• denotes competencies rated as currently not applicable which 
have also been rated as becoming more important in the future. 
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vrC LIBRARIAN GDMPBEBOES 

acquis mote 



ACTIVITIES 



ACQUISITIONS 



ENTRY LEVEL 



Selection 



1. 

2. 
3. 
4. 

5. 
6. 

7. 

8. 
9. 



Develop a good understanding of the library's collection development 
policies and guidelines 

Receive requests from library stafi for purchase of materials for the 
library's collection (s) or for the professional collection 

forward orders for serials/numbered series to the serials control 
section 

Select materials to order from publishers' catalogs, book reviews, bib- 
liographies, circulation and lnterlibrary loan requests for materials 
not owned by the library, exchange lists, etc. 

Supervise the preparation of lints of selected citations which nay be 
reviewed by the appropriate advisory group for purchase approval 

Forward bibliographic citations for selected serials/numbered series 
and any such materials received in the section to the serials control 
section for processing 

Examine shipments of unsolicited materials (blanket orders/on-approval 
shipments, gifts, etc.) to select which items are suitable for reten- 
tion; annotate processing slips for each item as required 

Assign processing priorities to all material selected for the collec- 
tion (s) 

Maintain a sta* . i record of selection and the usefulness of 
various select lu . as 

Supervise bibliographic searching and verification: 

search in-process file(s) (items on order, want lista, and 
received items not yet catalogec') and library's catalog (s) to 
determine if the cited titles are needed for the collec- 
tion (s) 

annotate citations that are discovered to be serials/numbered 

series and return them to supervisor 
"erify and locate additional bibliographic data, as required; 

refer problems to supervisor 
maintain record of searching and verification statistics 
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ACTIVITIES 



ACQUISITIONS 



ENTRY LEVEL 



Selection fcont' A) 

11. Search for trade and non-trade bibliographic Information that t&hni- 
cians are unable to locate; refer problems to higher level staff, as 
appropriate 

12. Determine source of procurement (jobber, direct, gift, exchange, etc.) 

13. Prioritize recommended selections in each subject area; consult with 
mid level librarian to determine which materials should be placed on 
the want list for possible order action at a later date 

14. Supervise order/request processing: 

prepare records (manual or aut crated) for items to be ordered/ 

requested now/later 
prepare purchase orders, if rewired 
prepare order/request documentation for mailing 
claim outstanding orders 
cancel orders, as required 
re-irsue orders to different sources, as required 
maintain statistical record of order/request processing operations 

Receipt Processing 

15. Supervise receipt processing of ordered/requested materials, blanket 
order/on-approval shipments, leased materials, unsolicited gifts, etc. 



open packages and retain sender information 
check shipments against packing lists/invoices 
check shipments for damage 
examine received items for imperfections 

for unsolicited shipments, search in-process file(s) and library's 
catalog (8) to determine which items are needed for the 
collection 

update in-process file with receipt information 

update in-process file ret any errors in receipt or receipt of 

damaged/imperfect materials 
annotate packing slips/invoices for damaged/imperfect materials, 

incorrectly supplied materials, and unwanted materials 
annotate packing slips/invoices to indicate materials which are 

branch copies 

annotate packing slipe/invoices to certify receipt of all mate- 
rials retained 
deliver packing slips/invoices to invoice processor 
insert and/or update processing slips for materials to be retained 
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ACTIVITIES 



ACQUISITIONS ENTRY LEVEL 



Receipt Processing f cont'd) 

15. Supervise receipt processing of ordered/requested materials, blanket 
order/on-approval shipnents, leased materials unsolicited gifts, etc. 
(cont'd) 

mark materials retained Tor the collection as required (invoice 

number, date of receipt, etc.) 
place materials to be cataloged on the appropriate book trucks 
forward any serials/numbered series received to the serials 

control section 

process ; materials for th» professional collection as required and 

place on the appropriate book truck 
send form letters to acknowledge gifts, if appropriate 
prepare damaged/imperfect materials, incorrectly supplied 

materials, and unwanted materials for return to suppliers, if 

appropriate 

place unwanted/damaged items not to be returned to suppliers in 

specified area to await proper disposal 
maintain statistical record of receipt processing operations 

16. Supervise the delivery of library naterials to the cataloging section 
at regular intervals 

17. Supervise preparation and disposal of unwanted library materials 
File Maintenance 

18. Supervise creation and maintenance of in-process file(s) 

input orders/requests, want list items, unsolicited receipts 
update records based on correspondence received and actions taken 
update records with receipt, return and disposal information 
update records with catalcger assignment, if appropriate 
update records when cataloging has been completed and items arc; no 

longer in process 
delete records at appropriate intervals, maintain statistical 

records of file creation and maintenance operations 



19. Supervise maintenance of accession records for materials which will not 
be added to the library's collections, if required 



ACTIVITIES 



ACQUISITIONS WFR£ LEVEL 



Other 

20. Handle problems related to the selection and acquisition of library 
materials; refer special problems to hicfier level staff, as appropriate 

21. Assist staff in locating materials received in the library but still in 
process 

22. Advise other libraries of sources used to obtain di f f icul t-t o-loca t e 
materials 

23. Supervise the preparation of exchange lists for items selected by 
senior librarians 

24. Examine dealers' stocks and publishers' /producers' displays at book/AV 
fairs and conferences in order to become familiar with the character- 
istics of the various offerings 

25. Conduct library business by phone, when appropriate 

26. Write memos and letters, as required 

27. Prepare manuals of procedures 

28. Hake recommendations to the section manager for improvement in opera- 
tions of the unit/section 

29. Attend and participate in staff meetings 

30. Provide an overview of the operations of the unit/section to visitors, 
as requested 

31. Supervise technicians, paraprofessional staff, and volunteers 

32. Work to develop "esprit de corps" among staff supervised 

33. Assist section manager in writing job descriptions for self and for 
staff supervised 

34. Assist section manager in developing performance standards for self and 
for staff supervised 

35. Assist section manager in the review and performance evaluation of 
staff supervised 

36. Assist in the selection of new technicians and paraprofessionals 
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ACTIVITIES 



AOQUISITlUw 



ENTRY LEVEL 



Other fcont'd) 

37. Keep abreast of developments in the information field, library practice 
or legislation that affect selection and acquisition of library 



38. Attend professional meetings and prepare reports for dissemination to 
scaff 

39. Develop professional contacts both within and outside the library 



40. Keep abreast of the information needs of the user community so that 
selection of library materials may be made to support new areas of 
interest/activity 

41. Select materials which are to be planed on the went list based on 
budget constraints 

Verification and Ordering 

42. Supervise the maintenance of an address file of procurement sources 

43. Draft form letters for ordering/requesting library materials, claiming/ 
canceling orders, acknowledging gifts, etc. 

44. Schedule purchases of library materials in order to operate within the 
budget 

45. Work with contract and/or purchasing department (s) of the to identify 
requirements and develop draft procedures for purchasing library 



46. Work with serials control staff to develop draft procedures for order- 
ing and fiscal control of serials/numbered series 



materials 



ACQUISITIONS 



MID LEVEL 



Selection 



materials 
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ACTIVITIES 



ACQUISITIONS MID LEVEL 



Fiscal Control 

47. Work with the finance and accounting department to identify require- 
ments and develop draft procedures for processing invoices for payment 

48. Supervise invoice processing for acquisition of library materials 

receive and log in packing slips/invoices from acquisitions and 

serials control staff with receipt information noted 
receive and log in original invoices 

match original invoices with annotated packing slips/invoice 
copies 

convert currency to U.S. dollars, if required 

searctyrequest search of acquisition and serials control files to 

verify receipt, if necessary 
maintain record of expenditures by account 

process approved invoices for payment and forward them to the 

appropriate fiscal office 
process purchase order documents as required 
receive correspondence fran suppliers 
draft replies to correspondence concerning payment problems 
prepare prepayment statements if required 

maintain files of invoices and other documents related to the 

purchase of library materials 
prepare reports of expenditures and balances in all accounts 
maintain a record of invoice processing statistics 

49. Maintain contm? of the library materials budget; notify the section 
manager of situations which may require special action 

50. Review reports of expenditures and balances in all accounts as prepared 
by an accounting technician; draft narrative statements to acconpany 
the reports, if required 

51. Approve/modify draft replies to correspondence concerning payment 
problems 

52. Work with the finance and accounting department to establish deposit 
acoomts with certain suppliers 

53. Determine the average cost of each type of library material purchased 

54. Project budget requirements for purchasing library materials for the 
new fiscal year 
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ACTIVITIES 



ACQUISITIONS 



MID LEVEL 



Fiscal Control (cont'd! 

55. Assess performance of existing equipment/systems used in acquisitions 
and investigate capabilities of other equipnent/systems 

56. Rscxmiiend acquisition of new/additional equipnent/sy stems 

57. Train staff in operation and in-house maintenance of equipment/systems 

58. Supervise in-house operation and maintenance of equipnent/systems 

59. Gather information for maintenance contracts on equipnent/systems 

60. Draft statements of work for contact proposals for services, systems, 
equipment and/or maintenance 

61. Evaluate contractors' proposals 

62. Train and supervise entry level staff and accounting technician (s) 

63. Assist in the selection of new professional staff and accounting 
technician (s) 

64. Write articles for professional journals/newsletters when appropriate 



ACQUISITIONS SENIOR LEVEL 



65. Select and maintain an up-to-date collection of selection tools and 
aids to bibliographic verification 

66. Work with reference, reader services and interlibrary loan section 
staff members to analyze library resources in the area end make 
recommendations concerning the degree to which duplication of 
collections should occur. Identify subject areas in which resource 
sharing may be mutually beneficial 

67. Work with reference and reader services staff to identify user needs 
and activities and charges occurring in the user population whitii will 
influence selection of library materials 

68. Formulate draft selection and retention policies for all types of 
library materials 



Selection 
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ACTIVITIES 



ACQUISITIONS 



SENIOR LEVEL 



Selection fcont'dl 

69. Prepare draft selection guidelines ' o be used by staff and advisory 
groups as an aid to interpreting selection policies 

70. Periodically review staff selections to ensure more iniform interpreta- 
tion of the selection policies; conduct training sessions as required 

71. Participate in me ings of advisory groups which review lists of 
materials selected .or purchase 

72. Evaluate the existing collection (s) and identify areas of weakness 

73. Prepare lists of materials to be purchased in order to upgrade areas of 
weakness in the collection (s) 

74. Together with reference and reader services staff, compile lists of 
reference books and standard works that comprise a basic collection in 
each major subject area. New editions of these materials are purchased 
automatically 

75. Together with reference and reader services staff, select materials for 
brand) collections 

76. Develop guidelines for identifying materials in the collection (s) which 
should be retained in microform for preservation 

77. Review damaged r rterials identified by collection maintenance staff; 
determine which materials should be replaced, discarded, rebound, or 
replaced by a new edition or more recent work on the same subject 

78. Select items which have been weeded or set aside for disposal which may 
be offered to exchange partners, if appropriate 

79. Identify existing collections of special value to the library which are 
advertised for sale or wnich may be solicited as gifts 



80. Function as a technical expert in all matters of selection and acquisi- 
tion of library materials 

81. Work with senior reader services, cataloging and serials control staff 
members to identify proccessing priorities and draft guidelines for 
priority assignment to all incoming library materials 



Other 
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ACTIVITIES 



ACQUISITIONS SENIOR LEVEL 

Other foont'd) 

82. Interview sidesmen and publishers 9 and dealers 9 representatives to 
learn about forthcoming publications, revisions of standard reference 
works, services offered, etc. 

83. Assist the section manager in negotiating with publishers 1 and dealers 9 
representatives to set up on approval programs, leasing programs and 
other services 

84. Prepare an e/aluaticn of each dealer* s performance for review by the 
section manager 

85. Identify sources for obtaining out of print materials which are to be 
replaced/added to the collection 

86. Draft a gif* acceptance policy statement 

87. Identify potential exchar je partners 

88. Draft an exchange policy statement 

89. Draft documentation to establish an exchange program 

90. Supervise the exchange program 

91. Appraise the value of highly specialized and rare materials 

92. Identify sources for disposal of unwanted materials 

93. Draft documentation to set up disposal program 

94. Draft all selection and acquisition procedures and policies; draft 
revisions as required 

95. Flowchart and document selection and acquisition procedures 

96. Assi3t section manager in on-going systems analysis of the section 

97. Analyze statistics for all operations in the section and prepare draft 
statistical reports 

98. Train and supervise mid level slaf f 

99. Function as section manager in his/her abb >ce 
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ACQUISITIONS 



QJTRSf LEVEL 



Baals ^rwi^vvj^ 

*** knowledge related to literacy, raeracy, communications, etc. 

Subject knowledge 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 

* knowledge of foreign languages 

T.ihrary j Tnfnmaf <on Science Knowledge (Generic) 

* knowledge of definition, structure, and foraats of information 

* knowledge of alternative approaches to the organisation of intonation 

* knowledge of alternative a pp r oaches to retrieval of lnfonaation 

knowledge of alternative approaches to information management 

* knowledge of available and emerging information technologies and their 

applications 

knowledge of completed and ongoing research in the field and its 

applicability to practice 
knowledge of career opportunities 

* knowledge of low to learn on an ongoing basis 

Knowledge about information work environments 

* knowledge of the expanding information community, its participants and 

their interrelationships (social, economic, technical, etc.) 
** knowledge of the variety of work settings and their organizational 
structures 

** knowledge of the functions performed within the various work settings 
and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and information habits 

Knowledge of what work is done 

** knowledge of the acquisitions function, the range of services and 
products off ered (both actual and potential) 

* knowledge of the activities that axe required to offer the services and 

* knowledge of the various resources that are necessary to support the 

activities 

*** knowledge of acquisition tools and sources of bibliographic information 
*** knowledge of acquisition methods and taschalqass 

* knowledge of performance expected and how it can be measured 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable compensation, benefits, etc.) 



10 



24 



ERIC 



WHMBXSE 



ACQUISITIONS 



ENTFY LEVEL 



Knowledge of hew to do work 

*** knowledge of bow to perfoxn the various activities 

"** knowledge of how to use the acquisitions tools and sources of 

MM iographic infonation 
*** knowledge of how to apply the acquisitions nethode and techniques 

* knowledge of personnel procedures 

gflcjfledjfi «f frh«» rvmminlty jejaafl and the lihrary 

** knowledge of the mission, goals and objectives of the library 
** knowledge of the policies and procedures relevant to the library 

* knowledge of the various r eso ur ces available within the library (e.g., 

personnel, equlpsent, etc.) 

* knowledge of the users' infonation needs and regulreaanta 
** knowledge of the collection, and of related collections 



ACQUISITIONS MID LEVEL 



** greater depths of knowledge specified above 

** knowledge of the operations of other sections in the library and bow 
they relate to acquisitions 

* knowledge of available vendor-supplied systems, services and products 

to support acquisitions 

* knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation methods and techniques to evaluate systems, 

services and products 
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ACQUISITIONS 



SQUOR LEVEL 



** greater depths of knowledge specified Above 

* knowledge of public relations techniques 

* knowledge of statistical description, analysis, interpretation and 

presentation 

** knowledge of the costs associated with library resources (saterials, 

p er sonnel, space, etc*) 
** knowledge of cost analysis and interpretation — fchodB 

* knowledge of M eth od s of resource allocation 

** knowledge of standards, ■easures and Methods for evaluating personnel 

* knowledge of alternative sanagaasal structures and their iaplications 

for the operation of the library 
state-of-the-art knowledge of library rese arch and practice 
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KNCHLEDGE 



ACQUISITIONS ENTKf LEVET 

Basic k"^*^ 

* knowledge related to literacy, numeracy, cxmrnunlcatlons, etc. 
Subject knowledge 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 

* knowledge of foreign languages 

Library & Information Science Knowledge (Generic) 

** knowledge of definition, stmrture, and founts of information 
** knowledge of alternative approaches to the organisation of inf bastion 
** knowledge of alternative ap proaches to retrieval of inforsation 
** knowledge of alternative approaches to infonation sanageaent 
*** knowledge of available and eaerging infonation technologies and their 
applications 

** knowledge of coapleted and ongoing research in the field and its 

applicability to practice 
** knowledge of career opportunities 
** knowledge of how to learn on an ongoing basis 

Knowledge about Information work environments 

** knowledge of the expanding infonation cosaunity, its participants and 
their interrelationships (social, economic, technical, etc.) 

** knowledge of the variety of work settings and their organisational 
structures 

** knowledge of the functions performed within the various work settings 
and the services and products offered 

** knowledge of the users of the services and products, their character- 
istics and information habits 

Knowledge of what work is done 

** knowledge of the acquisitions function, the range of services and 

products offered (both actual and potential) 
** knowledge of the activities that are required to offer the services and 

produce the products 
** knowledge of the varices resources that are necessary to support the 

activities 

** knowledge of acquiaitia tools and sources of MUiognphic information 
** knowledge of acquisition methods and techniques 
** knowledge of performance sspsctod and how it can be measured 
** knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable compensation, benefits, etc.) 

o 13 
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ACQUISITIONS WISS LEVEL 



BlfldfidBB of how to do work 

** knowledge of bow to perfone the various activities 

** knowledg e of how to nee the acquisitions tools and sources of 

b i b l iog j raphic Infcoalion 
** knowledge of how to apply the acquisitions setfaods and techniques 
** knowledge of personnel p rocod uies 

Khowledoe of the cownmity aerved and the library 



* knowledge of the nissicn, goals and objectives of the library 

* knowledge of the policies and p roced ure s relevant to the library 

** knowledge o f the various re so ur ce s available within the library (e.g., 

personnel, egjuipaant, etc.) 
** knowledge of the users' information needs and requirements 
** knowledge of the collection, and of related collections 



ACQUISITIONS HID LEVEL 



** greater depths of knowledge specified above 

** knowledge of the operations of other sections in tbe library and bow 

they relate to acquisitions 
** knowledge of available vendor-supplied systems, services and products 

to support acquisitions 
** knowledge of the contractir process, both in general and within the 



knowledge of evaluation acthodo and techniques to evaluate systeas. 



ACQUISITIONS SENIOR LEVEL 

** greater depths of knowledge specified above 
** knowledge of public relations techniques 

** knowledge of statistical description, analysis. Interpretation and 



** kno wledge o f the costs assort at art with library r eso urc es Canter lain, 

personnfcl, space, etc.) 
** k n o w l e dg e of cost analysis and interpretation aatbods 
** Igaowledge of sethoda of losouics allocation 

** knowledge of standards* aaasurea and sathods for evaluating pers onnel 
** knowledge of alternative sanagjenent structures and their implications 

for the operation of the library 
** sta t e o f 1 tha-ert knowledge of library research and practice 
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ACQUISITIONS ENTRY LEVEL 



Basic fting 

*** literacy, numeracy, cognitive, analytical, imiiIi at Lens, etc. 

Skills Related to Specific Activities 
Ability to; 

* perform each activity 

* flfttahHai rapport with users and colleagues 

* ccanunJcate well by written, verbal and non-verbal aeons 

* conduct an interview 

* conduct meetings with individuals and groups 

* collect, analyze and interpret data 

* sake decisions and recosaendat tons based on available lnforaation 

* supervise staff 

* work independently and in groups 

* develop criteria for evaluation 

Ability to: 

* aake effective, tiaely, and well-inf oraed decisions 

* isolate and define problems and develop the necessary criteria and 

action for their solution 

* aanage time effectively 



ACQUISITIONS MID LEVEL 



t <frm« Pointed to Each Specific Activity 
** Skills listed above are developed to a greater extant 

Ability to: 

perceive the needs of the organisation and not just the library 

* anticipate long-range needs of library 

* design systems and procedures to improve library operations 
arbitrate and negotiate 



ERIC 



15 31 



ACQUISITIONS 



SENIOR LEVEL 



*** Skills listed above are developed to a greater extent 

Ability tot 

* apply eetbode of ■easnreaent and evaluation 
*** budget and sake projection 
** optlelae the use of library resources 
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ACQUISITIONS ENTRY LEVEL 

Basic Skills 

** literacy, nueeracy, cognitive, analytical, conaunloaJ Lens, etc. 
Skilla Related to Specific Activities 
Ability tot 

* perfom ejefc activity 

* establish rapport with asers and colleBgnBa 

** ii— iiiIi el i well by written, verbal and non-verbal Mens 

* conduct an Interview 

* conduct ■eetingi with individuals and groops 

* collect, analyse and i n t e rpr e t data 

** sake dacialons and iialil tons based on available inf oraation 

* supervise staff 

** work independently and in groops 
** develop criteria for evaluation 

Ability to: 



effect! /e, tiaely, and vell-infoneed deciaiona 
** isolate and define probleas and develop the necessary criteria and 
action for their solution 
tine effectively 



ACQUISITIONS HID LEVEL 

Skills Related to Each Specific Activity 
* Skills listed above are developed to a greater extent 

Ability co: 



** perceive the needs of the organisation and not just the library 
** a nt icipa te long-range needs of library 
** design systas and procedures to iaprove library operations 
** arbitrate and negotiate 
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SKILLS 



ACQUISITIONS SENIOR LEVEL 



Ability to: 

** apply ■ethodB of ■eaaurctnl and evaluation 

** budget and wake projections 

** optlniae the use of library resources 
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ACQUISITIONS 



Dispositional Attitudes 

Attitudes Toward TnsHtaiHnn« 

* Rasped for profession 

* Respect for the library 

* Respect for the parent organization 

Attitudes Hajari Other People 
Toward IlBers 

*** Raapect users 

* Like people in qeneral 
Like children 

* Like to help pe^le 

* Like to meet people 

* Like to make others feel comfortable 

* Sensitive to others' needs 

Toward Others in the Workplace 

* Respect ooHMorkers 

* Like to work with others/as a team 

* Like to work on own 

* Willingness to draw upon and share knowledge and experience with 

others 

* Supportive of co-workers 

** Bvjoy managing/supervising others 



Personal Qualities 

* Alertness 

* Assertiveness 

* Compassion/Kindness 

* Confidence 

* Cheerfulness 
*** Dependability 

* Detennination/Tenacity 

* Diplomacy 

* Motional stability 

* Fairness 

* Flexibmty/Vereatility 

* Imagination 

* inojaisitiwness 
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ACQUISITIONS 



Personal Qualities fcont'dl 

* Leadership ability 
** Neatness 

** Meed for achievement 
*** Objectivity 

* OpenHdndedneas 

* OptimisVFositive attitude 
** Organisation 

* Patience 

** Physical endurance 

* Resourceful 

** SensitiveAhoughtf ul 

* Sense of humor 

* Sense of ethics 

* Tolerance 



Attitudes Helatftl to iTob/Worlc/Or9anization 
individual should demonstrate: 

** Willingness to take/accept responsibility 

* Willingness to take initiative 

* Willingness to respond to authority, apply and follow policy 

* Desire to learn/try 

* Willingness to fail 

*** Willingness to ask quart ions 
*** Desire to work to best of ability 

** P jSpO Mi f mrMll tO tine w^wUnt-a 

*** Accuracy 

Willingness to get hands dirty 
** attention to detail 

* Willingness to do clerical tasks 
** Desire to follow through 

* Service orientation 

* Organisational identity 

Willingness to promote library and its services 

* View of library as part of a larger information environment 

* View of library as an organization 

* Ability to see broad picture 

* Ability to sacrifice short-tern gains for long-tern goals 

* Political sense 

* Curiosity 

* Variety of interests 

** Desire to grow personally 

* Desire to grow professionally 

* Desire to renin current In specific and general subject field 

* Positive attitude toward job 




ODHPETB OES VM JCTTH) AS BB OOHDC 
MORE VEBSOS L ESS D gQRDWT 
ZN 1BE PDTDRB 



39 



ACQUISITIONS 



Dispositional Attitudes 

Attitudes Toward Institutions 

* Respect foe prof foot on 

* BBupoct foe the library 

* Respect for the parent organisation 

Attitudes Toward Other People 
Toward Peers 

* Respect users 

* Like people in general 

* Like children 

* Like to help people 

* Like to meet people 

** Like to Bake otters feel comfortable 
** Sensitive to others 1 needs 

Toward Others in the Workplace 

* Respect oo Mockers 

* Like to work with otters/as a teas 
** Like to work on own 

** Willingness to draw upon and share knowledge and experience with 
otners 

* Supportive of co-workers 

* Bo Joy managing/supervising others 

Personal Qualities 

* Alertness 

** AsBertiveness 

* ODBte^ai cn^ i ndne B S 

* Confidence 

* Cheerfulness 

* Dependability 

* Determlnationyfanacity 

* Dipiaaacy 

* emotional stability 

* Fairness 

** nexirdllty/Weraatility 

* lanaj nation 

** InojDisitiveness 
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EeXflfllfll ftialitlee (cont'd) 
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Leaurahip ability 



Objectivity 

OpflMdndBdMBB 

OpHsiaa/Eoeitlve attitude 



Agndcal 



Suae of huaor 
Sense «f ethics 

mi 



Attitudes F»1>ifttfl »n Job/taork/Oroan^fcion 
Individual should demonstrate: 



Will* uess to take/accept reaponsibility 
will yiaaa to take Initiative 

Nil M.jn ea o to reapcnd to authority, apply and follow policy 
Desire to laaznAry 
Willingnaaa to £ail 
Willingness to ask questions 
Desire to work to beat of ability 
•^ dv enea o to tlaa constraints 



environs, nt 



Willingness to gat binds dirty 
Attention to detail 
Willingn es s to do clerical tasks 
Desire to follow-through 
Service oriertation 
OrganisLtional identity 

* Willingness to proaote library and its services 
** View of library as part of a larger inforaation 

" View of library •» an organisation 
Ability to see broad picture 

Ability to sacrifice sbort-tera gains for long-tera goals 
Political sense 
Curiosity 

variety of interests 
Lesire to grow personally 
Desire to grow profeasionally 

Desire to renin current in specific and general subject field 

* Positive attitude toward job 
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ACTIVITIES 



CATALOGING ENTRY LEVEL 

1. Supervise and perform, as required, pre-cataloging searching 

2. Perform descriptive cataloging (with or without copy) for materials 
which will require original cataloging 

3. Determine main and added entries 

4. Assign subject headings from the approved list (s) of headings 

5. Qassu/ materials using the approved classification system (s) 

6. Establish cataloging authority data 

7. Establish cross reference data 

8. Code cataloging and authority data for data entry as part of the 
cataloging process, or prepare the main entry catalog card 

9. Recatalog and reclassify materials already in the collection, as 
required 

10. Consult reference books and/or online files, and/or make phone calls to 
obtain information necessary for cataloging 

11. Refer cataloging problems to higher level staff 

12. Keep abreast of changes relating to cataloging procedures (e.g., in- 
house memos, LC rule interpretations of AACR 2, new subject terms, up- 
dated instructions for searching/updating online files, etc.) 

13. Maintain a record of pre-cataloging searching statistics 

14. Maintain a record of cataloging statistics 
Other 

15. Write memos and letters as required 

16. Prepare manuals of procedures for pre-cataloging searching 

17. Select/develop a processing form to be use in pre-cataloging searching 

18. Make recommendations to the section manager for improvement in opera- 
tions of the unit/section and for improvement in bibliographic access 
to the collection (s) 

19. Attend and participate in staff meetings 
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ACTIVITIES 



CATALOGING ENTRY LEVEL 

Other fwnt'd) 

20. Provide an overview of the operations of the unit/section to visitors, 
as requested 

21. Train and supervise pre-cataloging searchers 

22. Work to develop "esprit de corps'' among staff supervised 

23. Assist section manager In writing job descriptions for self and staff 
supervised 

24. Assist section manager in developing performance standards for self and 
for staff supervised 

25. Assist section manager in the review and performance "valuation of 
staff supervised 

26. Assist in the selection of new technicians 

27. Keep abreast of developments in the information field or library 
practice that affect cataloging, classification, And bibliographic 
files and networks 

28. Attend professional meetings and prepare reports for dissemination to 
staff 

29. Develop professional contacts both v/Ithir. and outside the library 



CATALOGING MID LEVEL 

30. Perform cataloging and classification of difficult materials 

31. Supervise limited cataloging of cer.din types of library materials 
(e.g., fiction, biographies) and titles for which network supplied 
cataloging will be accepted 

32. Supervise Cuttering, as required 

33. Handle cataloging problems encountered by entry level staff; refer to 
higher level staff, if necessary 
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ACTIVITIES 



CATALOGING MID LEVEL 



34. Maintain a statistical re x>rd of cataloging difficult items 

35. Maintain a record of limited cataloging statistics 

36. Maintain a record of Cutter ing statistics 
Bibliographic Piles 

37. Supervise maintenance of accession records, if appropriate 

38. Supervise online entry of cataloging data and/or locator data, if 
appropriate 

39. Supervise proofreading of computer printouts of a»^aloglng data, if 
appropriate 

40. Supervise ordering/preparation of card sets, if a card catalog is main- 
tained 

41. Supervise processing of card sets received with pre-processed library 
materials 

42. Supervise and revise filing of cards, if required 

43. Supervise physical maintenance of the card catalog, if required 

replace catalog cards, guide cards, and drawer labels 
shift cards 

44. Supervise updating the bibliographic files (online or manual) 

add/correct locator data 

indicate number of copies owned 

indicate holdings data for multi-volume sets 

indicate withdrawal or loss of materials 

delete/correct incorrect records 

45. Supervise distribution of bibliographic records/files to branch 
libraries 

46. Supervise production of lists of new accessions; forward them to the 
circulation section for distribution 

47. Maintain statistical records of operations relating to the creation and 
maintenance of bibliographic files 
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ACTIVITIES 



CATALOGING MID LEVEL 



Materials Process!^ 

48. Supervise the physical processing of all items to be added to the 
library's collection (s) : 

mark materials with the library system's identification and branch 

identification 
affix security labels 
type and apply classification labels 

prepare item cards for circulation, or affix circulation bar code/ 

OCR lables 
affix date due slips, if required 
open new books 
apply purchased covers 

mount pamphlet-type materials in special binders 

place AV materials in proper storage containers, if required 

segregate materials requiring special treatment or repairs and 

deliver to collection maintenance section 
place new materials on appropriate book trucks and deliver to 

designated locations in central library or to branches 

49. Maintain statistical records of operations relating to the physical 
processing of materials 

Other 

50. Prepare manuals of procedures for limited cataloging, Cutter ing, crea- 
tion and maintenance of bibliographic files, and for physical process- 
ing of library materials 

51. Prepare manuals of procedures for handling bibliographic records/files 
in branches 

52. Select/develop processing forms/input forms to be used in all activi- 
ties supervised 

53. Work closely with collection maintenance staff and selection staff 
during inventories and/or weeding so bibliographic files may be updated 
as required 

54. Assess performance of existing equipment/systems used in cataloging and 
investigate capabilities of other equipment/systems 

55. Recommend acquisition of new/additional equipment/?? stems 



er|c 



J* 6 



ACTIVITIES 



CATALOGING MID LEVEL 

Other fcont'd) 

56. Train staff in operation and in-bouse maintenance of equipnent/systens 

57. Supervise in-house operation and maintenance of equipnent/systens 

58. Gather information for maintenance contracts on equipnent/systens 

59. Draft statements of work for contract proposals for services, systems, 
equipment anchor maintenance 

60. Evaluate contractors 1 proposals 

61. Assess quality of supplies used in physical processing of library 
materials 

62. Work with circulation and collection maintenance staff members to 
recomnend changes in supplies/methods for physical processing of 
library materials when current processing is inadequate 

63. Train and supervise entry level catalogers 

64. Train and supervise technicians, paraprof essionals , and volunteers; 
train appropriate staff in branches to handle bibliographic records/ 
files as required 

65. Assist in the selection of new professional staff 

66. Write articles for professional journals/newsletters when appropriate 



CATALOGING SENIOR LEVEL 

Cataloging 

67. Function as a technical expert in the cataloging section 

68. Determine level of cataloging (full or limited) for all materials 
received for cataloging 

69. Assicpi materials to each cataloger 

70. Supervise recordkeeping indicating location in section of each item to 
be cataloged 
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ACTIVITIES 



CATALOGING 



SENIOR LEVEL 



Cataloging tcmt'M 

71. Revise all cataloging performed In section and/or under contract to 
ensure consistenc of interpretation of library's cataloging policies 
and standards 

72. Maintain a statistical record for each cataloger indicating quantity 
and quality of cataloging produced 

73. Maintain a summary record of revision statistics 

fifcbec 

74. Maintain an up-to-date collection of reference works necessary to 
support cataloging and creation of authority records 

75. Prepare cataloging manuals and other aids to improve the quality of 
cataloging produced by the section or by contractors 

76. Select/develop cataloging input forms 

77. Draft cataloging procedures and policies; draft revisions as required 

78. Draft guidelines for determining level of cataloging to be given to 
various categories of library materials 

79. Keep abreast of developments in network, national, and international 
standards for bibliographic description 

80. Together with the section manager, represent the library at biblio- 
graphic network/consortia meetings 

81. Keep abreast of the information needs of the community so that proper 
assignment of subject headings and classification numbers may provide 
users with ready access to topics of special Importance 

82. Recommend expansion of the library's classification system (s) as 
required 

83. Recommend expansion of the library's standard list of subject headings, 
as required 

84. Work with serials control and interlibrary loan staff members to 
produce and/or update the library's serials holdings list 
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ACTIVITIES 



CATALOGING SENIOR LEVEL 

Other (cont'd) 

85. Make inquiries and recommendations concerning the advertisement, 
publication, and distribution of took/microform catalogs, lists of new 
titles cataloged, «tc. 

86. Recommend participation in bibliographic network (s) /projects 

87. Supervise the procedures and quality of data for input to union 
catalogs and bibliographic networks/projects 

88. Flowchart and document all cataloging section procedures 

89. Assist section manager in on-going systems analysis of the section 

90. Analyze cataloging section statistics and prepare draft statistical 
reports 

91. Train and supervise mid level staff 

92. Function as section manager in his/her absence 
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COMPETENCIES VMJEMB) AS 
ESSENTIAL VHtSCS DESIRABLE 
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CATALOGING HJTFK ^EVEL 



Bnnlc Knmlfflaft 

*** knowledge related to literacy, numeracy, (xsmnnlcal lam, etc. 

Sibiect knowledge 

♦knowledge of the primary subject field of users served (e.g., 
literature, music, etc.) 

* knowledge of foreign languages 

T/ihrnry t TnfmnwHon Science, TftKMlfiflge (Generic) 

** knowledge of definition, structure, and formats of information 

knowledge of alternative a ^oaOiC B to the organisation of information 

* knowledge of alternative approaches to retrieval of information 

* knowledge of alternative approaches to Information management 

* knowledge of available and emerging information technologies and their 

applications 

* knowledge of completed and ongoing research in the field and its 

applicability to practice 
** knowledge of career opportunities 

* knowledge of bow to learn on an ongoing basis 

Knowledge about information work environmenfcB 

* knowledge of the expanding information community, its participants and 

their interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings and their organisational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 
knowledge of the users of the services and products, their character- 
istics and information habits 

Knowledge of what work ia done 

** knowledge of the cataloging function, the range of services and 

products offered (both actual and potential) 
** toa>led P °* fctivities tint axe required to offer the services and 

** toowledge^cf^Jiie various r eso urc e s that are necessary to support the 

*** knowledge of cataloging tools and sources of bibliographic Information 
*** knowledge of cataloging methods and tadafansa 

* knowledge of perfonianoa enacted and bow it can be naasnred 

* knowledge of job r e sp on si b i liti e s and working conditions (e.g., range 

of duties, probable compensation, benefits, etc.) 
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CATALOGING ENTRY LEVEL 

BaadflflM of hem to do work 

** knowledge of haw to perfom tbe various activities 
*** knowledg e of how to nee the cataloging tools and sources of 

*** knowledge of bow to apply the c ataloging nethods and techniques 
** knowledge of personnel procedures 

Knowledge of the oenrnmity nerved and the library 

* knowledge of the aission, goals and objectives of the library 
knowledge of the policies and procedures relevant to the library 
kno wledge of the v arious resources available within the library (e.g., 

personnel # cQjuipnent, etc.) 

* knowledge of the users' intonation needs and requirements 

* knowledge of the collection, and of related collections 



CATALOGING MID LEVEL 

** greater depths of knowledge specified above 

* knowledge of tbe operations of other sections in the library and how 

they relate to cataloging 

knowledge of available vendor-supplied systems, services and products 
to support cataloging 

* knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation methods and techniques to evaluate systems, 

services and products 
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CATALOGING SENIOR LEVEL 



*** greater depths of knowledge opacified above 

* knowledge of public relations techniques 

* kno wledge off statistical description, analysis. Interpretation and 

presentation 

* knowledge off the costs associated with library resources (Materials, 

pers o nn el, space, etc.) 

* knowledge of cost analysis and interpretation nethods 

* knowledge of nethods of resource allocation 

** knowledge of standards, ■easures and nethodB for evaluating personnel 

* knowledge of alternative aanagaaant structures and their iaplications 

for the operation of the library 

* state-of-the-art knowledge of library rwwwrrh and practice 



ERIC 



53 

32 



(METBOES VNJDKTH) AS BBQQMDC 

rasas l ess d p 
Di the rnnsE 



54 



CATALOGING 



ENPT LEVEL 



Basic knowledge 

* knowledge related to literacy, numeracy, communications, etc. 

Subject knowledge 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 

* knowledge of foraign languages 

Library & Information Science Knowledge- {Generic) 

* knowledge of definition, structure, and forests of information 

** knowledge of alternative approaches to the organisation of information 
** knowlfc/^e of alternative approaches to retrieval of Inforsation 
*** knowledge of alternative a^oaches to intonation s an a g aaa nt 
** knowledge of available and emerging Information technologies and their 
appUoationp 

** knowledge of completed and ongoing research L. the field and its 

applicability to practice 
** knowledge of career opportunities 
** knowledge of ho? to learn on an ongoing basis 

Knowledge about information work environments 

** knowledge of the expanding information community, its participants and 

their interrelationships (social, economic, technical, etc.) 
*** knowledge of the variety of work settings and their organisational 
s tructur e s 

** knowledge of the functions perfomed rlthin the various work settings 
and the services and products offered 

** knowledge of the users of the services and products, their character- 
istics and information habits 

Knowledge of what work is done 

* knowledge of the cataloging function, the range of servicer rod 

products offered (both actual and potential) 

* knowledge of the activities that are required to offer the se? rices and 

produce the products 
** knowledge of tb* various resources that are necessary to support the 
activities 

* knowledge of cataloging tools and sources of bibliographic Information 

* knowledge of cataloging methods sr,3 techniques 

** knowledge of pe rfor mance oapectod and now it can be measured 
** k n o w ledg e of job responsibilities and working conditions (e.g., range 
of dntxt if probable compt*j8*ticn, benefits, etc.) 
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KNOWLEDGE 



CATALOGING ENTRSf LEVEL 

Knowledge of how to do work 

** knowledge of bow to perform the various activities 

** knowledge of how to use the cataloging tools and sources of 

bibliographic intonation 
** knowledge of how to apply the cataloging methods and techniques 
*** knowledge of personnel procedures 

Knowledge of the canrnmitY served and the library 

** knowledge of the mission, goals and objectives of the library 

** knowledge of the policies and procedures relevant to the library 

** knowledge of the various resources available within the library (e.g., 

personnel, equipment, etc.) 
** knowledge of the users' information needs and requirements 
* knowledge of the collection, and of related collections 



CATALOGING MID LEVEL 



greater depths of knowledge specified above 

knowledge of the operations of other sections in the library and how 

they relate to cataloging 
knowledge of available vendor-supplied systems, services and products 

to support cataloging 
knowledge of the contracting process, both in general and within the 

organisation 

knowledge of evaluation methods and techniques to evaluate syscems, 
services and products 



CATALOGING SENIOR LEVEL 

* greater depths of knowledge specified above 

* knowledge of public relations techniques 

** knowledge of statistical description, analysis, interpretation and 



** knowledge of the costs associated with library resources (naterials, 

personnel, space, etc.) 
** knowledge of cost analysis and interpretation methods 
** knowledge of methods of resource allocation 

* knowledge of standards, measures and rothods for evaluating personnel 
** knowledge of alternative management buractures and their implications 

for the operation of the library 
** state-of-the-art knowledge of library research and practice 
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CATALOGING ENTRY LEVEL 

Basic Skilla 

*** literacy, ta*eracy, cognitive, analytical, coaaunicai tons, etc. 
HH11« Bflafcflfl tft ffpflfific Activities 
Ability to: 

* perform each activity 

* establish rapport with users and colleagues 

* oc— ill ate well fay written, verbal and non-verbal Beans 

* conduct an interview 

* conduct meetings with individuals and groups 
collect, analyse and interpret data 

* ante daclaiona and recoaaandat limi based on available information 

* supervise staff 

** work independently and in groups 

** develop criteria for evaluation 

Ability to: 

* make effective, timely, and well-informed decisions 

* isolate and define problems rad develop the necessary criteria and 

action for their solution 
time effectively 



CATALOGING HID LEVEL 

flrMln Rented to Bach Specific Activity 

*** Skills listed above are developed to a greater extent 

Ability to: 

* perceive the needs of the organisation and not just the library 
** anticipate long-range needs of library 

* design systems and procedures to improve library operations 
arbitrate and negotiate 
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CATALOGING SENIOR LEVEL 



Skills listed above ace developed to a greater extent 

Ability to: 

* apply methods of measurement and evaluation 

* budget and sake projections 

** opt nil ip the use of library resources 
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CATALOGING ENTRY LEVEL 

Skills Related to Specif ic Activities 
Ability to: 

* perfoaa tad) activity 

* establish rapport with usees and colleagues 
well by written, verbal and 



M oondnct Bsotlngi with individuals and groups 
* collect, analyse and interpret data 



decisions and recoaaenaations based on available inf otaation 

* supervise staff 

* work independent ly and in groups 
*** develop criteria for evaluation 

Ability tot 



* sake effective, tiaely, and weU-lnforaed derisions 

* isolate and define probleas and develop the neoessary criteria and 

action for their solution 
tine effectively 



CATALOGING MID LEVEL 

Skills Related to Each Spe cific Activity 
Ability to: 

** perceive the needs of the organisation and not just the library 
* anticipate long -r ange needs of library 
** design system and p roced ur es to iaprove library operations 
** arbitrate and negotiate 



CATALOGING SENIOR «£VEL 



Ability to: 

♦applj -tthods of aaaaureaant and 

* budget and sake proje ct ions 

* optimise the use of library 
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CATALOGING 

DlBpoaltional Attitudes 

Attitudea Toward InfltitutioiiB 

for profession 
for the library 
for the parent organization 

Attitudes Ttaward Other People 

Toward Peers 



* Like people in general 
Like children 

Like to help people 

* Like to meet people 

* Like to make others feel comfortable 

* Sensitive bo others' needs 

Toward Others In the Workplace 



* Like to node with others/as a 
Like to work on own 

* Willingness to draw upon and share knowledge and experience with 



ERIC 



* Supportive of co-workers 
** ai joy managing/supervising others 



Personal Qualities 

** Alertness 

Assertiveness 

* Compassion/Kindness 

* Confidence 

* Cheerfulness 
*** Dependability 

* Determination/Tenacity 

* Diplomacy 

* Baotlcnal stability 

* Fairness 

** FlexlbiHty/feraatility 

* Imagination 

* inqirisitdveneas 

** Leadership ability 
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ABTUPDES 



CATALOGING 



Personal ftialitiefl fcont'dl 

* Need for achievement 
** Objectivity 

* Open-BlndedMes 

* Optimism/Posit ive attitude 

* Organisation 
** Patience 

* Physical endurance 

* Resourceful 

** Sensitive/llhoughtful 

* Sense of honor 

* Sense of ethics 

* Tolerance 



AttitndeR Related to Job/Work/Orqanlsation 
Individual should demonstrate: 

** Willingness to take/accept responsibility 

* Willingness to take initiative 

** Hillingneas to respond to authority, apply and follow policy 
** Desire to learn/try 

* Willingness to fail 

*** Will in gness to ask questions 

** Desire to work to best of ability 

** Rasponedvonoai to tine constzaints 
*** Accuracy 

* Willingness to get hands dirty 
*** Attention to detail 

* Willingness to do clerical tasks 
** Desire to fbllow^through 

* Service orientation 

* Organizational identity 

* Willingness to promote library and its services 

* View of library as part of a larger intonation environment 

* View of library as an organization 

* Ability to see broad picture 

* Ability to sacrifice short-teni gains for long-torn goals 

* Political sense 

* Curiosity 

** Variety of interests 
** Desire to grow personally 
Desire to grow professionally 

* Desire to raw In current in specific and general subject field 
** Positive attitude toward job 
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CATALOGING 



ERIC 



Dispositional Attitudes 

Attitudes Toward Institutions 



* ftBspsct for profession 

* Respect for tbe library 

* Respect for tbe parent organization 

Attitudes Toward Other People 
Toward Users 



* 

* Like people in general 

* Lite children 

* Like to help people 

* Like to Beet people 

* Like to sake others feel ooafortable 

* Sensitive to others 1 needs 

Toward Others in the Workplace 



* 

* Like to work with others/as a teas 

* Like to work on own 

* Willingness to draw upon and share knowledge and experience with 



* Supportive of co-workers 

* Eh joy ■anaging/supervising others 

1 



* 

** Aaeertiv 
* 

* 

* 

* Pependability 

* Di tii an'nation^anacity 

* Dlpioascy 

* aaotional stability 

* fairness 

** nexibUity/versatility 

* xsaginBtion 

* Inquisitiveness 

** Leadership ability 
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CATALOGING 



Personal Qualities (cont'd) 

* Neatness 

* Need foe achievement 

* Objectivity 

** Open-aandednes s 

** Optisdan/Positlve attitude 

* Organisation 

* Patience 

* Physical endurance 

* Resourceful 

** SenLa.tive/n>ouJiL fu l 

* Sense of busor 
** Sense of ethics 

* Tolerance 

Attitudes Related to JobAtork/Oroanization 
Individual should demonstrate: 

* Willingness to take/accept responsibility 

* Willingness to take initiative 

** Willingness to respond to authority, apply and follow policy 

* Desire to learn/try 

* Willingness to fall 

* Willingness to ask questions 

* Desire to work to best of ability 
** Basponrtvenssi to Use constraints 

* Accuracy 

* Willingness to get hands dirty 

* Attention to detail 

* Willingness to do clerical tasks 

* Desire to follow-through 

* Service orientation 

** Organisational identity 

** Willingness to prosote library and its services 

** View of library as part of a larger inforsatlon environment 

** View of library as an organisation 

** Ability to sea broad picture 

** Ability to sacrifice ahort-tera gains for long-tern goals 
** Political sense 

* Curiosity 

* Variety of interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to remain current In specific and general subject field 

* Positive attitude toward job 
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ACTIVITIES 



CIRCULATION AND READER SERVICES 



ENTRY LEVEL 



2. 

3. 

4. 
5. 

6. 

7. 

8. 
9. 



Supervise daily operation of the circulation desk: 

receive requests for materials 
fulfill requests for materials 
issue, renew, receive materials 

examine returned materials for damage, proper markings, etc. 

discharge materials 

maintain circulation files 

reserve * k>? for individual users 

follow-up overdues 

collect overdue fines 

collect finds for lost materials 

maintain record of funds collected and charges assessed 

register users 

maintain registration file 

provide users with information on circulation policies and pro- 
cedures 

place returned materials on appropriate hoc' trucks 

forward damaged materials to the collection maintenance section 

maintain record of circulation and user statistics 

maintain temporary files of requests for materials owned but not 

found in the collection 
maintain tempora^ files of requests for materials not owned by 



Attempt to locate requested materials that technicians/users report a„ 
"not found on shelf" 

Refer r«u:rs to interlibrary loan section to obtain materials that are 
needed 

Perform circulation procedures when necessary 

Supervise and schedule shelving/storage of circulated materials in the 
collections 

Read/review new library materials and prepere short synopses, as re- 
quired 

Compile reading lists or. specific subjects and/or for special groups of 
users 

Recommend acquisition of new materials for the collection (s) 
Assist useis in selecting materials 



the library 
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ACTIVITIES 



CIRCULATION AND READER SERVICES ENTRY LEVEL 

10. Assist users in locating materials in the catalog and in the collec- 
tion (s) 

11. Monitor use of rare and valuable materials 

12. Assist users in the operation of A-V and other equipment 

13. Schedule facilities for users to preview filne anc other A-V software 

14. Supervise the distribution of new accessions lists 

15. Set up and maintain display of new books ui the reading roan 

16. Supervise shelving of the current journal issues in the reading roar, 

17. Supervise orderly maintenance of the reading roan (clearing tables, 
re-shelving newspapers, etc.) 

18. Schedule use of meeting roans 

19. Handle user complaints; refer to higher level staff if appropriate 

20. Keep informed of current copyright legislation and its impact on 
libraries and users 

21. Conduct library business by phone, when appropriate 

22. Write memos and letters, as required 

23. Prepare manuals of procedures 

24. Make recommendations to the section manager for improvenent in opera- 
tions of the unit/section and for improvement in services to users 

?5. Attend and participate in staff meetings 

26- Provide an overview of the operatiais of the unit/section :*> visitors, 
as requested 

27. Train and supervise technicians, paraprofeseional staff, and library 
volunteers 

28. Work to develop "esprit de corps" among staf J supervised 

2i>. Assist section manager in writing job descriptions for self and for 
staff supervised 




ACTIVITIES 



OSCULATION AND READER SERVICES 



ENTRY LEVEL 



30. Assist section manager in developing performance standards for self and 
for staff supervised 

31. Assist section manager in the review and performance evaluation of 
staff supervised 

32. Keep abreast of developments in the information field, library prac- 
tice, or legislation that affect circulation and use of library 



33. Attend professional meetings and prepare reports for dissemination to 
staff 

34. Develop professional contacts both within and outside the library 



35. Review requests for "not found" and "not owned" materia?, s and forward 
requests for selected itens to the acquisitions section 

36. Notify acquisitions section of library materials which have been lost 
by users and require replacement 

37. Ehsure proper posting of copyright legislation notice on all copying 
machines 

38. Plan and conduct library orientation sessions for groups of users 

39. Plan and conduct other group activities for users (film forums, book 
review groups, story hours, workshops, etc.) 

40. Devise tools and displays which will ease access to collections and 
motivate use 

41. Cooperate with special interest groups to plan displays, prepare spe- 
cial reading lists, etc. 

42. Make preliminary selection of forms anchor develop draft record formats 
for all circulation files and operations 



materials 



CIRCULATION AMD READER SERVICES 



HID LEVEL 
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ACTIVITIES 



CIRCULATION AND READER SERVICES MED LEVEL 



43. Work with interlibrary loan section staff and collection maintenance 
staff to develop procedures and resolve problems related to use of the 
circulation files/system for interlibrary loan purposes, for control of 
materials sent to the bindery, and for use in identifying materials for 
possible weeding 

44. Work with the collection maintenance staff to develop procedures and 
resolve problems related to the daily operation and maintenance of the 
library's security systen by circulation staff 

45. Work with collection maintenance and Cataloging staff members to recom- 
mend changes in suppl ies/foethods for physical processing of library 
materials when current processing is inadequate 

46. Assess performance of existing equipment/systens used in circulation 
and investigate capabilities of other equipment/systems 

47. Recommend acquisition of new/additional equipment/systems 

48. Train staff in operation and in -house maintenance of equipment/systems 

49. Supervise in-bouse operation and maintenance of equipment/systems (in- 
cluding AV hardware) 

50. Gather information for maintenance contracts on equipment/systems 

51. Draft statements of work for contract proposals for services, systems, 
equipment ant/or maintenance 

52. Evaluate contractors 1 proposals 

53. Train and supervise entry level staff 

54. Assist in the selection of new professional staff 

55. write articles for professional jounv^ s/hewsletters when appropriate 

56. Function as a technical expert in the section 

57. Draft procedures to expedite return of circulated materials to the col- 
lection (s) 

58. Develop draft standards for prcvidii j service to users 

59. Reconmend alternatives to traditional library service (e.g., mini 
libraries in shopping malls) 
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ACTIVITIES 



CIRCULATION AND READER SERVICES SENIOR LEVEL 

60. Develop and conduct surveys to identify characteristics of the user 
population 

61. Analyze library resources in the area (including school library pro- 
grams), user needs and activities, and changes occurring in the user 
population which will influence 1 brary service needs and selection of 
library materials 

62. Review cataloging records for materials which are missing following 
inventory; select items which should be replaced. Confer with refer- 
ence staff, as required 

63. Review items in the collection (s) which have not circulated within a 
specified time period; select items which should be weeded 

64. Work with selection, reference, and collection maintenance staff to 
identify materials which should be retained in microform for preserva- 
tion 

65. Work with selection, reference, and collection maintenance staff to 
identify valuable/rare materials in the collection which require spe- 
cial treatment 

66. Make inquiries and recommendations concerning the advertisanent, publi- 
cation, and distribution of print and non-print materials prepared by 
section staff 

67. Draft circulation procedures and policies; draft evisions as required 

68. Flowchart and document circulation procedures 

69. Assist section manager in on-going syrtems analysis of the section 

70. Analyze circulation statistics and prepare draft statistical reports 

71. Analyze financial data and prepare draft financial reports 

72. Supervise mid level staff 

73. ~~tion as section mana^r in his/her absence 



9 

ERLC 



VMJEKTH) AS 

RBSBOIAL VERSUS DESIRABLE 



ERIC 71 



KNOHLEDGE 



CIRCULATION & READER SERVICES 



ENTRY LEVEL 



Baaic «mfl M ior^ f 

*** knowledge related to literacy, nuaeracy, i r—uli nl lens, etc. 

* knowledge of the primary subject field of users served (e.g., 

literature, suslc, etc.) 
** knowledge of foreign languages 

Library j Infomafrion Science Knowledge (Generic) 

** knowledge of definition, structure, and formats of inrorsntlon 

* knowledge of a lternativ e approaches to the organisation of inforsation 

* knowledge of alternative atpro a ch e s to retrieval of lnfocsatlan 

* knowledge of alternative a p pro ache s to inforsation aunagenent 

* knowledge of available and sserging inforsation tectaoiogies and their 

* knowledge of canpleted and ongoing research in the field and its 

applicability to practice 

* knowledge of career opportunities 

** knowledge of how to learn on an ongoing basis 

EaatlfldM tftmti Infftrmatf"! wrK giyiromentB 

* knowledge of the expanding information coranunity, its participants and 

their Interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed within the various work settings 

and the serviced and products offered 

* knowledge of the users of the services and \ acta, their character- 

istics and Infoisol I j> habits 

Knowledge of what work is done 

** knowledge of the circulation function, the range of services and 

products offered (both actual and potential) 
*** knowledge <£ the activities that are required to offer the services and 

*** knowledge of the various resources that are necessary to support the 
activities 

* knowledge of circulation systems 

* knowledge of circulation methods and techniqaas 

* knowledge of marketing techniques and public relations 

* knowledge of performance onpactad and bow it can be ssasnred 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable condensation, benefits, etc.) 
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CIRCULATION f, READER SERVICES ENTRY LEVEL 



BMaOfidafi of how to do work 

knowledge of how to perfaoa the various activities 
knowledge of bow to uee the rfMii«n«» systess 
** knowledge of bow to apply the circulation netbode and techniques 

** knowledge of personnel procedures 

KQadfidafi rf tttt BOmillty ^ and the library 

** knowledge of the mission, goals and objectives of the library 

** knowledge of the policies and procedures relevant to the library 

** kno wledge of the v arious r eso ur ce s available within the library (e.g., 

personnel, eanipssnt, etc*) 
*** knowledge of the users' Infomation needB and reoulrossnfcs 
*** knowledge of the collection, and of related collections 



CERCaLk^ICXI & READER SERVICES MID LEVEL 

** greater depths of knowledge specified above 

*** knowledge of the operations of other sections in the .library ar 1 bow 
they relate to circulation and user services 

* knowledge of available vendor-supplied systems, services and products 
to support circulation and user services 
knowledge of the contracting ' cocoas, both in general and within the 



* knowledge of evaluation netfaods and techniques to evaluate systeas, 
services and products 



CIRCULATION AM) READER SERVICES SENIOR LEVEL 



greater d epths of knowledge spe cifie d above 

knowledge of sta t istica l description, analysis* Interpretation and 



** fcroledgeof the costs associated with library resources QUtftrlals, 
p e rs o nn el, apace, etc.) 

* knowledge of cost analysis and interpretation setbods 
** knowledge of sethoda of resource allocation 

** knowledge of standards, seasuras and sethoda for evaluating personnel 

* knowledge of alternative aavawaanant stroctures and their iapUcatlons 

for the operation of the library 
** state-oaMhe-art knowledge of library resaarcb and practice 
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KNOWLEDGE 



CIRCULATION 6 READER SERVICES ENTRY LEVEL 



Basic knowledge 

* knowledge related to literacy, numeracy, communications, etc. 

Subject knowledge 

** knowledge of the primary subject field of use served (e.g., 

literature, nusic, etc.) 
*** knowledge of foreign languages 

Library & Information Science Knowledge (Generic) 

** knowledge of definition, structure, and founts of infonaation 
** knowledge of alternative approaches to the organisation of information 
** knowledge of alternative approaches to retrieval of information 
** knowledge of alternative approaches to information management 
*** knowledge of available and emerging informal ior technologies and their 
applications 

*** knowledge of completed and ongoing research in the field and its 

applicability to practice 
*** knowledge of career opportunities 
*** knowledge of how to learn on an ongoing basis 

Knowledge about information work environments 

*** knowledge of the expanding information community, its participants and 
their interrelationships (social, economic, technical, etc.) 

*** knowledge of the variety of work settings and their organisational 
structures 

*** knowledge of the functions performed within the various work settings 

and the services and p oducts offered 
*** knowledge of the users of the services and products, their character- 

ifdhica and information habits 

Knowledge of what work is done 

** knowledge of the circulation function, the range of services and 

products offered (both actum] and potential) 
*** knowledge of the activities that are required to offer the services and 

*** knowledge of the various resources that are necessary to support the 

activities 
** knowledge of circulation systems 

* knowledge of circulation mathodH and techniques 

*** knowledge of marketing techniques and public relations 
** knowledge of performance expected and bow it can be measured 
** knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable compensation, benefits, etc.) 
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OSCULATION & READER SERVICES ENTRY LEVEL 



madedafi of hew tc dp wtK 

** knowledge of bow to perform the various activities 

** knowledge of how to use the circulation systeas 

** knowledge of how to apply the circulation methods and techniques 

** knowledge of personnel procedures 

Khq/Ledae of the oonrnunlty servM and the library 

** knowledge of the mission, goals and objectives of the library 

** knowledge of the poUcies and procedures relevant to the library 

** knowledge of the various resources available within the library (e.g., 

personnel, equipment, etc.) 
** knowledge of the users' information needs and requirements 
** knowledge of the collection, and of related collections 



CIRCULATION & READER SERVICES HID LEVEL 



** greater depths of knowledge specified atove 

** knowledge of the operations of other sections in the library and how 

they relate to circulation and user services 
*** knowledge of available vendor-supplied systems, services and products 

to support circulation and user services 
*** knowledge of the contracting process, both In general and within the 

organization 

*** knowledge of evaluation methods and techniques to evaluate systems, 
services and products 



CIRCULATION AND READER SERVICES SENIOR LEVEL 



greater depths of knowledge specified above 

knowledge of statistical description, analysis, interpretation and 



** knowledge of the costs associated with library resources (materials, 

p er so nn el, space, etc.) 
** knowledge of cost analysis and interpretation methods 
** knowledge of methods of resource allocation 

«* knowledge of standards, maasnrea and methods for evaluating personnel 
** knowledge of alternative mana qes ent structures and their implications 

for the operation of the library 
*** state-of-the-art knowledge of library research and practice 
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CIBCULftTION & READER SERVICES ENTRY LEVEL 

Basic Skilln 

*** literacy, ixreeracy, cognitive, analytical, cossunloatlons, etc. 

SkillR Related to Speci fic AehlvJHi >g 
Ability to: 

** perfona sack activity 
*** eis/whllsti rapport with users and col leagues 
*** on— ideate well by written, verbal and non-verbal mans 

* conduct an interview 

* cendoct ■Belongs with individuals and g r o ups 

* collect, analyze and interpret data 

* sake decisions and reccaaandal lone based on available intonation 

* supervise staff 

** work indepen d ently and In groups 

* develop criteria for evaluation 

Ability to: 



effective, tisely, and weU-inf oraed decisions 

* isolate and define problems and develop the necessary criteria and 
action for their solution 
*** aenage tine effectively 



CIRCULATION & READER SERVICES MID LEVEL 



Skills Related to Each Specific AcH xHfcy 

*** Skills listed above are developed to a greater asbent 

/ibility to-! 

*** perceive the needs of the coaauiity and not just the library 

* anticipate long-range needs of littery 

* design systeas and procedures to inprove library operations 

* arbitrate and negotiate 
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CIRCULATION & READER SERVICES 



SENIOR LEVEL 



*** Skills listed above are developed to a greater extent 

Ability to: 

*** aj^ly aetbods of aeasnreaent and evaluation 

*** budget and aake pcojections 

*** opt- Tel ap the use of library reaouroes 
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SKILLS 



CIRCULATION & READER SERVICES ENTRY LEVEL 

Basil ' Skills 

** literacy, numeracy, cocpltive, analytical, oc— mloations, etc. 
Skills Related to Specifi c Activities 
Ability to: 

** perfora £BCfe activity 

** establish rapport with users and colleagues 

** oc— i nicate well by written, verbal and non-verb a l scans 
*** conduct an interview 

** conduct Bastings rich individuals and groups 
*** collect, analyse and interpret data 

** sake decisions and recumaendations based on available inforsation 
** supervise staff 
** work i nd e p e nd e n tly and in groups 
*** develop criteria for evaluation 

Ability to: 



effective, tisely, and well-inf oraed dacdfaions 
*** isolate and define pcoblen and deialop the necessary criteria and 

action for their solution 
** aanoge tiae effectively 



CIRCULATION & READER SERVICES HID LEVEL 



Skills Related to Each Specific Activity 
* Skills listed i >e are developed to a greater extent 

Ability to: 

** perceive the needs of the coaaunity and not j A the library 
*** anticipate long-range needs of library 
*** design systeas and procedures to iapcove library operations 
*** arbitrate and negotiate 
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CIRCULATION & REftJER SERVICES SENIOR LEVEL 

* Skills listed above are developed to a greater estate 
Ability to: 



** apply methods of ■easureaent and evaluation 

** budget and aake pr oj ec t ions 

** opttoise the use of library resources 
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CIRCULATION AND READER SERVICES 



Dispositional Attitudes 

Attitudes Toward Institutions 

** Wnspoct for profponion 
*** R co p o c t for the library 
** Dan p oct for the parent organization 

Attitudes Toward Other People 

Toward Peers 

*** Rasped users 
** Like people in general 

* Like children 

*** Like to help people 
** Like to sect people 

* Like to sake others feel corCortable 
*** Sensitive to others* needs 

Toward Others in the Workplace 

** Res pec t co-workers 

* Like to work with others/as a teas 
Like to work on own 

** Willingness to dray upon and sop re knowledge and experience with 
others 

** Supportive of oo wor k er s 

* Enjoy ssnaging/supervising others 



Personal ftialities 

*** Alertness 

* Assertiveness 

* Ccnpassion/Kinchess 
** oonf idence 

* Cheerfulness 
•* Dapendability 

* Datersinardon/Tanacity 
*** DtSplcsacy 

* Bsotional stability 
** Fairness 

m* nexibmiyAersatillty 

* Isnginatlcc 

* inojuisltiweMSB 
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CERCUIATION AND READER SERVICED 



(cont'd) 

* Leadership ability 

* Neatness 

* Need for achievement 
** Objectivity 

** Opm ■toJedwM 

* Optialss/Positive attitude 



*** Patience 
* Ehysical end zance 



* 

* Sense of huaor 
** Sense of ethics 
** Telt 



Attitudes Related to JobAfork/Organlzatlon 
individual should demonstrate: 

** Willingness to take/accept responsibility 

* nillingness to take initiative 

*** Willingness to respond to authority, apply and follow policy 
** Desire to leam/txy 

* Nillingness to fall 

— Willingness to ask questions 
*** Desire to work to best of ability 

to tiae oonstxaints 




* Willingness to get hands dirty 

* Attention to detail 

* Willingness to do clerical tasks 
** Qesire to foil fur tjuposgh 

**' Service orientation 

* Organizational identity 

* Willingness to proaote library and :.ta services 

* Vies of library as part of a larger lnfonaaticn egrironsent 

* Vlss of Jibcary as an organisation 
** Ability to see broad picture 

* Ability to sacrifice short-term g»irs for long-term goals 

* Political sense 

* Curiosity 

* variety of 1st* «sta 

* Desire to grow personally 

* Desire to grow pmf ess Irnal 1»~ 

* Desire to rasa In current in specific and general psjject f laid 
*** Positive attitude toward job 
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CIRCULATION AND READER SERVICES 



Dispositional afcHtawten 

Attitudes Toward Institutions 

** Hwnpect. for profession 
** Respect for the library 

for the parent organization 



Attitudes Toward Other People 

Toward Peers 



** Like people In general 

** Like children 

* f ' Like to help people 

** Like to Meet people 

** Like to aeke others feel ooaf ortable 

** Sensitive to others' needs 

Toward Others in the workplace 



** Like to work 'Jith others/as a tean 
** Like to work on own 

** Willingness to draw upon and share knowledge and experience with 



** Supportive of co-workers 

** Enjoy aanaglng/supervlslnj others 

Personal Qualities 

** Alertness 

** Aesertli 
* 

* 

* 

*** Dependability 
** DeterBdnationA^nacity 
** Dlplosacy 
** Beotional stability 
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** nexii>Uity/\fersatility 
* Imagination 
** Inqulsitlvenens 
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CIRCULATION AND READER SERVICES 



Pergonal ftaHHofi fnnnt'rn 

** Leadership ability 



** Objectivity 

** Open srimTKiwos 

** Orfrlal Be/Positive attitude 



Physical endurance 



** SensiUve/lhoughtful 
** Sense of buaor 
** Sense of ethics 



Attifrlifes Rrtflfftl to Jnb/Work/Oryanlgafcinn 

Indivi/tual should demonstrate: 

** Willingness to take/accept responsibility 
** Willingness to take initiative 

** Willingness to respond to authority, apply and follow policy 

** Desire to learn/try 

** willingness to fail 

** Willingness to ask questions 

** Desire to work to best of ability 

** Responsiveness to tine constraints 

** Willingness to get bands dirty 
** Attention to detail 
• Willingness to do clerical tasks 
** Desire to follow-through 



** Organisational Idas ,y 

** Willingness to proat^e library and its services 

** View of library as part ot a larger inf Oraation environaent 

** View of library as an organisation 

*• Ability to see broad picture 

«* Ability to sacrifice abort-tern gains for long-tern goals 

** Political sense 

** Curiosity 

** Variety of interests 

** Desire to grow personally 

** Desire to grow professionally 

*» Desire to reaain currant in specific and general subject field 
** Positive attitude toward job 
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ACTIVITIES 



COLLECTION MAIOTEEVJCE HJTRy LEVEL 

Storage Maintenance 

1. Supervise orderly maintenance of shelves and storage ireas 

place bookends where needed 

place unbound serial issues in boxes/holders 

perform minor shifting of sections of the cor jction, as needed 

replace shelf labels and location guides as needed 

2. Schedule and supervise shelf residing 

re-shelve materials found in the wrong location 
identify items in poor condition 

3. Supervise da^a collection to support planning for shifting the collec- 
tion 

measure present collection by categories 
measure shelving/storage equipment capacity 

4. Supervise preparation of shelves and other storage equipment prior to 
shifting the collection 

adjust height of shelves 

prepare shelf lables and stack quides 

Preservation of Materials 

5. Receive materials for repair, cleaning, binding or replacement as 
identified by circulation staff 

6. Receive materials from cataloging which require repair, reinforcement, 
special containers or binding 

7. Supervise in-fyouse treatment of materials 

repair pages 
clean pages 
reinforce bindings 

ldtiinate book jackets and paperbacks 

prepare containers for periodicals, AV materials, pamphlets 
make covers 

clean and repair m materials 

8. Supervise procedures to obtain photocopies of missing pages and have 
them bound into the proper items 
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ACTIVITIES 



(DLLBCTION MAINTENANCE ENTRY LEVEL 



9. Supervise preparation of materials for binding 

prepare binding specifications for monographs selected for binding 
arrange serial issues in order and tie binding units together 
identify incomplete volutes and notify serials record? section of 

gaps; send for binding when volume is complete 
prepare binding specifications for each serial title, if not on 

file with binder 
prepare materials for shipnent/pick-up 
update binding reords with shipnent/pick-up date 
update circulation records for materials sent to bindery 
receive materials from binder 
inspect materials for conformity to requirements 
check shipnent against binder's packing slip/invoice 
update binding records with date of return 
update circulation records for materials returned from bindery 
forward invoice to proper office for payment 
maintain file of invoices and other documents related to binding 
maintain a statistical record of binding operations 

flffisntsa: and Htefifflag 

10. Supervise inventory-taking 

assign portions of the shelflist to each technician 
identify materials which are missing 

identify materials which lack shelflist cards/catalog records 
identify materials for which the descriptive cataloging does not 

match the piece in hand 
identify materials which are labeled incorrectly 
forward shelflist records for missing items to reader services for 

review 

forward records for missing items selected for replacement to the 
requisitions section for ordering 

forward materials to cataloging section which require record crea- 
tion/correction/deletion anchor labeling correction 

11. Supervise identification of items for possible weeding 

flag library materials that have not circulated during a specified 
tine period 

notify reader services that selection action is needed 
remove materials that have been selected for weeding and forward 
to cataloging section for file update 

12. Maintain a statistical record of. inventory-related operations and weed- 
ing operations 
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ACTIVITIES 



COLLECTION MAINTENANCE ENTRY LEVEL 

Other 

13. Handle problems related to collection maintenance operations; refer 
problems to higher level staff , as appropriate 

14. Conduct library business by phone, when appropriate 

15. write memos and letters, as required 

16. Prepare manuals of procedures 

17. Make recommendations to the section manager for improvement in opera- 
tions of the unit/section 

18. Attend and participate in staff meetings 

19. Provide an overview of the operations of the unit/section to visitors, 
as requested 

20. Supervise technicians and other paraprofessional staff 

21. Work to develop "esprit de corps'' among staff supervised 

22. Assist section manager in writing job descriptions for self and for 
staff supervised 

23. Assist section manager in developing performance standards for self and 
for staff supervised 

24. Assist manager in the review and performance evaluation of staff 
supervised 

25. Assist in the selection of new technicians and paraprofessionals 

26. Keep abreast of developments in the information field and library prac- 
tice that affect binding, and storage and preservation of library 
materials 

27. Attend professional meetings and prepare reports for dissemination to 
staff 

28. Develop professional contacts both within and outside the library 
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ACTIVITIES 



COLLECTION MAINTENANCE f ID LEVEL 



Storage Maintenance 

29. Work with senior staff to develop procedures for shifting the collec- 
tion (s) 

30. Supervise the shifting of the collection (s) 

BugficatiflD of Materials 

31. Supervipe the proper storage and handling of all types of library 
materials 

32. Supervise the preservation treatment of rare/older materials 

33. Identify serials and other materials available on commercially-produced 
microforms which should be acquired for preservation purposes; request 
order action by the acquisitions section for selected titles 

34. Supervise the microfilming of selected materials for preservation 

35. Determine proper treatment of damaged materials 

36. Notify acquisitions section of material which needs replacement 

37. Gather information on contract repair and preservation treatment or 
materials 

38. Investigate the capabilities of various library security systems and 
make a recommendation for purchase 

39. Train section staff and circulation staff in the operation and main- 
tenance of the library's security system 

40. Work with circulation staff to develop procedures and resolve problems 
related to their daily operation and maintenance of t\e library's 
security system 

41. Examine library regularly for sources of moisture, fire or unauthoriz" 3 
entry 
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ACTIVITIES 



(DLLECTION MAINTENANCE 



MID LEVEL 



Binding 



42. Gather information on various binding agents: reputation, price, types 
of binding available, and average length of time materials are inac- 
cessible 

43. Prepare draft binding specifications 

44. Work with serial records staff to develop procedures for creation of 
binding records as part of the serial record 

45. Prepare draft procedures for in-house binding preparation 

46. work with the proper fiscal office and/or contract office to develop 
procedures for processing binding invoices 

47. Work with the circulation section staff to develop procedures for use 
of Lhe circulation system to control materials sent to the bindery, to 
identify heavily used materials, and to identify all materials which 
circulated during a specified time period 

Inventory and Weeding 

48. Work with reader services, acquisitions and cataloging section staff 
members to develop procedures to coordinate the replacement of missing 
materials following inventory and the update of cataloging records fol- 
lowing inventory or weeding 

49. Work with reader services and circulation s^'f members to draft pro- 
cedures for identifying materials which should be reviewed for possible 



50. Hake preliminary selection of forms and/or develop draft record formats 
for all collection maintenance files and operations 

51. Assess performance of existing equipment/systems/supplies used in col- 
lection maintenance and investigate capabilities of other equipment/ 
systems/supplies 

52. Esconiiiend acquisition of new/additional equipment/systems/supplies 

53. Train staff in operation and in-house maintenance of equipment/systems 

54. Supervise in-house operation and maintenance of equipment/systems 



weeding 



fitter 
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ACTIVITIES 



OXLBCTION MAINTENANCE MID LEVEL 

Other (cont'd) 

55. Gather information for maintenance contracts on equipment/systems 

56. Draft statements of work for contact proposals for services, systems, 
equipment anchor maintenance 

57. Evaluate contractors 1 proposals 

58. Train and supervise entry level staff 

59. Assist in the selection of new professional staff 

60. Write articles for professional journals/newsletters when appropriate 



(DLLECTION MAINTENANCE SENIOR LEVEL 

Storage Maintenance 

61. Work with the circulation section to identify the most heavily used 
portions of the collection and to select the type and placement of 
storage equipment and location guides which would enable users to 
access library materials more easily 

62. Work with selection staff to identify areas of anticipated large growth 
in the collection (s) and to establish the average growth rate for all 
areas of the collection (s) 

63. Draft a shelving plan to provide adequate space for growth of the col- 
lection (s) 

Preservation 

64. Identify optimtm physical conditions for storing various types of 
library materials 

65. Reccnmend improvements which could be made in current conditions to 
improve preservation of library materials 

66. Draft a plan for regular vermin control in the library and branches 

67. Draft an emergency plan for dealing with possible water and smoke dam- 
age to the collection (s) 

68. Draft a policy statement concerning the preservation versus the re- 
placement of library materials 
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ACTIVITIES 



COLLECTION MAINTENANCE SENIOR LEVEL 

Preservation (cont'd) 

69. Draft guidelines for stafi > use in selecting materials for cleaning, 
repair, rei'iforcement, binding, or replacement 

70. Work with selection, reader services and reference staff to identify 
materials which should be retained in microform for preservation 

71. Work with selection, reader services and reference staff to identify 
valuable/rare materials in the collection which require special treat- 
ment 

Binding 

72. Evaluate the performance of the binder (s) 
Inventory and Weeding 

73. Draft procedures for conducting the inventory of the collection (s) 

74. Reccnroend the frequency at which inventories should be conducted 

75. Prepare a draft final report on the status of the collection (s* follow- 
ing inventory 

fithfiC 

76. Function as a technical expert in all matters related to collection 
maintenance operations 

7/« Draft revisions to collection maintenance policies and procedures as 
required 

78. Flowchart and docunent collection maintenance 

79. Assist section manager in on-going systems analysis of the section 

80. Analyze collection maintenance statistics and prepare draft statistical 
repot ts 

81. Analyze financial data and prepare draft financial reports on expendi- 
tures for collection maintenance 

82. Train and supervise mid level staff 

83. Function as section manager in his/her absence 
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mTLHTTTOH MAINTENANCE ENTRY LEVEL 

Baaic taflMlfidas 

*** knowledge related to literacy, numeracy, oca d< atlons, etc. 
Subject knowledge 

* knowledge of the priaary subject field of users served (e.g., 

literature, music, etc.) 
** knowledge of foreign languages 

rihrary ft TnformaUnn Science Knorledge (Generic) 

* knowledge of de f ini t ion, structure, and founts of inf bastion 

* knowledge of alternative approaches to the organization of information 

* knowledge of alternative approaches to retrieval of information 
knowledge of alternative approaches to information sanageaent 

* knowledge of available and emerging information technologies and their 

applications 

knowledge of completed and ongoing research in the field and its 
applicability to practice 

* knowledge of career opportunities 

* knowledge of bow to learn on an ongoing basis 

Knowledge about information work environments 

* knowledge of the expanding information community, its participants and 

their interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

knowledge of the functions performed within the various work settings 
and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and information habits 

Knowledge of what work is done 

* knowledge of the collection maintenance function, the range of services 

and products offered (both actual and potential) 

* knowledge of the activities that are required to offer the services and 

produce the proOjcts 

* knowledge of the various resources that are necessary to support the 

activities 

** knowledge of collection maintenance tools and sources of information 

* knowledge of collection saintenance methods and tactalq aai 

* knowledge of performance eapactad and how it can be asasnred 

** knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable compensation, benefits, etc.) 
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KNOHLEDGE 



collection MAmrowjCE entry level 



Knowledge of how to do work 

* knowledge of bow to petf om the various activities 

* knowledge of how to use the collection maintenance tools and SOQjDCeS 

** knowledge of bow to apply the collection maintenance Methods and 
technipjnes 

* knowledge of personnel procedures 

Knowledge of the ccnmunity served and the library 

* knowledge of the aission, goals and objectives of the library 

* knowledge of the policies and procedures relevant to the library 

* knowledge of the various resources available within the library (e.g., 

personnel, equipment * etc.) 
** knowledge of the users' information needs and requirements 
** knowledge of the collection, and of related collections 



COLLECTION MAINTENANCE HID LEVEL 



** greater depths of knowledge specified above 

*** knowledge of the operations of other secticns in the library and how 
they relate to collection aaintenance 

* knowledge of available vendor-supplied systems, services and products 

to support collection maintenance 

* knowledge of the contracting process, both in general and within the 

organisation 

* knowledge of evaluation methods and techniques to evaluate systei 

services and products 
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KNOWLEDGE 



COLLECTION MAINTENANCE SENIOR LEVEL 



*** greater depths of knowledge specified above 

* knowledge of public relations techniques 

** taw **dge of statistical description, analysis, interpretation and 
presentation 

*** kno wledge o f the costs associated with library resources (naterials, 

personnel, space, etc*) 
** knowledge of cost analysis and interpretation setbods 
*** knowledge of ■ctbodo of resource allocation 

** knowledge of standards, Beasnrea and sethoos for evaluating personnel 

* knowledge of alternative aenagaeent structures and their iaplications 

for the operation of the library 

* state-of -tbe-ert knowledge of library research and practice 
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KNOWLEDGE 



ODLLBCTION MAINTENANCE ENTRY LEVEL 



Bap^ maalfidBB 

* knowledge related to literacy, numeracy, amauiicstions, etc. 

Subject knowledge 

** knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 
*** knowledge of foreigi languages 

Library & Information Science Knowledge (Generic) 

** knowledge of definition, structure, and formats of information 
*** knowledge of alternative approaches to the organisation of inf ormation 
*** knowledge of alternative approaches to retrieval of information 
*** knowledge of alternative approaches to information management 
*** knowledge of available and emerging infocaaticn technologies and their 
applications 

*** knowledge of completed and ongoing research in the field and its 

applicability to practice 
** knowledge of career opportunities 
** knowledge of bow to learn on an ongoing basis 

Knowledge about information work enviromfeits 

** knowledge of the expanding information ooMuiity, its participants and 
their interrelationships (social, economic, technical, etc.) 

** knowledge of the variety of work settings and their organizational 
structures 

** knowledge of the functions performed within tte various work settings 
and the services and products offered 

** knowledge of the users of the services and products, their character- 
istics and information habits 

Knowledge of what work done 

** knowledge of the collection maintenance function, fhe range of services 

and prodbcts offered (both actual and potential) 
*** knowledge of the activities that are required to offer the services and 

prodbce the products 
** knowledge of the various resources that are necessary to sifjport the 

activities 

** knowledge of collection maintenance tools and sources of information 
** knowledge of collection maintenance Methods and techniques 
** knowledge of perf ormance expected and how it can be measured 
** knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable compensation, benefits, etc.) 



69 

105 



KM0NLH3GE 



0 

ERIC 



(PLLBCTION MAINTENANCE ENTRY LEVEL 



Knowledge of how to do work 

** knowledge of how to perfonn the various activities 

** knowledge of how to use the collection Maintenance tools and sources 

** knowledge of how to apply the collection Maintenance methods and 

techniques 
** knowledge of personnel procedures 

Knowledge of the catmunity served and the library 

** knowledge of the mission, goals and objectives of the library 

** knowledge of the policies and procedures relevant to the library 

** knowledge of the various resources available within the library (e.g., 

personnel, eopiipnent, etc.) 
** knowledge of the users 9 information needs and requirements 
** knowledge of the collection, and of related collections 



COLLECTION MAINTENANCE MID LEVEL 



** greater depths of knowledge specified above 

** knowledge of the operations of other sections in the library and bow 

they relate to collection maintenance 
*** knowledge of available vendor-supplied systems, services and products 

to support collection maintenance 
** knowledge of the contracting process, both in general and within the 

organisation 

** knowledge of evaluation methods and techniques to evaluate eystens, 
services and predicts 



COLLECTION MAINTENANCE SENIOR LEVEL 



** greater depths of knowledge specified above 
-** knowledge of ptixLic relations techniques 

** knowledge of statistical description, analysis, interpretation and 
presentation 

** knowledge of the costs associated with library resources (materials, 

personnel, apace, etc.) 
** knowledge of cost analysis and interpretation methods 
** knowledge of methodB of resource allocation 

** knowledge of standards, measures and methods for evaluating personnel 
** knowledge of alternative management structures and their implications 

for the operation of the library 
** state-of-the-art knowledge of library research and practice 
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SKILLS 



COLLECTION MAINTENANCE 



JOTJQf IEVEL 



Basic 3c ilia 

*** literacy, numeracy, cognitive, analytical, ocmmuniostions, etc. 

Skills Related to Speci fic Activities 
Ability to: 

* perform £0£b activity 

** establish rapport with users and colleaguer 
** ccmaunicate well by written, verbal and non-verbal Beans 
conduct an interview 

* conduct meetings with individuals and groups 

* collect, analyze and interpret data 

* sake de ci s ion s and recoaaendaticns based on available intonation 

* supervise staff 

** work independently and in groups 

* develop criteria for evaluation 

Ability to: 

* sake effective, timely, and well-informed derisions 

* isolate and define problems and develop the necessary cr*t°iia and 

action for their solution 

* manage time effectively 



COLLECTION MAINTENANCE MID LEVEL 



Skills Related to Each S pecific Activity 
* Skills listed above are developed to a greater extent 

Ability to: 

* perceive the needs of the organization and not just the library 

* anticipate long-range needs of library 

* design systems and procedures to improve library operations 
arbitrate and negotiate 
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CDLLBCTION MAINTENANCE SENIOR LEVEI. 

** Skills listed above axe developed to a greater ext:ent 
Ability to: 

*** apply setbods of seasureaent and evaluation 

*** budget and sake projections 

*** optadse the use of library resources 
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SKIUjS 



COLLECTION MAINTENANCE ENTRY LEVEL 



Basic Skills 

* literacy, nuaeracy, cognitive, analytical, conunicaticns, etc. 
Ot in a p»l» ted to Specific Activities 
Ability to: 

** perfoca oast activity 

** astabllan rapport with users and colleagues 

** ooaaunicate veil by written, verbal and non-verbal neans 

** conduct an interview 

** conduct aaetingB with individuals and groups 
** collect, analyze and interpret data 

** aake decisions and CTCoaasndrt lint based on available inf oraation 

** supervise staff 

** work independently and in groups 

** develop criteria for evaluation 

Ability to: 

** aake effective, tiaely, and well-inforned decisions 

** isolate and define probleas and develop the necessary criteria and 

action for their solution 
** aanage tiae effectively 



COLLECTION MAINTENANCE MID LEVEL 



Skills Related to Each S pecific Activity 
* Skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs of the organisation and not just the library 
** anticipate long-range needs of library 
** design systeas and procedures to iaprove library operations 
** arbitrate and negotiate 
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COLLECTION MAINTENANCE 



SENIOR LEVEL 



** Skills listed above are developed to a greater extent 

Ability to: 

** apply Methods of neasurctnl and evaluation 
** budget and sake projections 
* optiarixe the use of library resources 
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COLLECTION MAINTENANCE 



Dispositional Attitudes 

Attitudes Toward Institutions 



** BMpsct for proTfooiiH 
*** Hoop e d for the libcary 
* Respect for the parent organisation 

Attitudes Toward Other People 

Toward Users 



* Like people In general 

* Like children 

* Like to help people 
T Ike to meet people 

* Luce to woke others feel comfortable 

* Sensitive to others 1 needB 

Toward Others in the Workplace 



RMped co workers 

* Like to work with others/as a 

* Like to work on own 
*** Willingness to draw upon and share knowledge and experience with 



** Supportive of coworkers 

* Enjoy managing/supervising others 



Personal Qualities 

** Alertness 

Assertiveness 
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* 

Cheerfulness 
*** Dependfability 
** DBtendtoatiOs^aamsClty 

* DiplOBftcy 

* Motional stability 

* flaixMas 

** noiblUtyAteaBtlUty 

* Imagination 

* Leadership ability 
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COLLECTION MAINTENANCE 



Pergonal ftalitieB fcnnfc'dl 
^ NBStDfiSS 

Need foe achievement 
** Objectivity 
** Ocereai nd adaee s 

* (jpH»1«VSoBltlve attitude 
*** Organisation 

** Patience 

* Physical endurance 

* Resourceful 

* Sensitive/thoughtful 

* Sense of hiroor 
** Sense of ethics 
** Tolerance 



Attitudes P»1jH-at» »r> .Tpb/Work/Organization 
Individual should demonstrate: 

*** Willingness to take/accept respmsibility 

* Willingness to take Initiative 

*** Willingness to respond to authority, apply and follow policy 
*** Desire to leam/try 

* Willingness to fall 

*** Willingness to ask questions 
*** Desire to work to best of ability 
**# Bssponsi'TensBB to tiae constraints 
** Accuracy 

** Willingness to get hands dirty 
*** Attention to detail 

* Willin g ne s s to do clerical tasks 
*** Desire to f ollow -through 

* Service orientation 

* Organizational identity 

* Willingness to praeote libcary and its services 

* View of library as part of a larger information environsent 

* View of libcary as an organisation 

* Ability to see broad picture 

* Ability to sacrifice short-tara gains for long-tore goals 
Political sense 

* Curiosity 

* Variety of interests 

* Desire to grew personally 

* Desire to grow professionally 

** Desire to xewain c urr en t in specific and general subject field 
*** Positive attitude toward job 
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OXLBCTION MAINTENANCE 



Dispositional Attitudes 

Attitudes Toward Institutions 

** Respect for prof ession 

** R es p e c t for the library 

** Heaped for the parent organization 

Attitudes Toward Other Peoolf 

Toward Peers 

** Respect ubc-s 

** Like people in general 

** Like children 

** Like to help people 

** Like to meet people 

** Like to Bake others feel ooatbrtable 

** Sensitive to others 1 needs 

Toward Others In the Workplace 

** Respect co wor ke rs 

** Like to work with others/as a tear 

** Like to work on own 

** willingness to draw upon and share knowledge and experience with 
others 

* Supportive of co-workers 
** Bi joy sanaging/supervising others 

Personal Qualities 

** Alertness 

** Assertiveness 

** ooapassion^Undness 

** Oonf idence 

** Cheerfulness 

•* Dependability 

** Deteraliiatlon/fanacity 

** tfplcaacy 

** aactional stability 

** fit mean 

** nexibUity/versatility 
** imagination 
** mquisiUveneBB 
•* Leadership ability 
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COLLECTION MAINTENANCE 



Personal Qualities (cont'd! 
** Neatness 

** Need for achieveaent 

** Objectivity 

** Opsn-etfndedness 

** Optfsdss/Posltive attitude 

** Organisation 

** Patience 

* Physical endurance 
** Resourceful 

** Saositive/nwugtatful 
** Sense of fauwr 
** Sense of ethics 
** Tolerance 

Attitudes F»"htfifl frft JobAtork/Orffanlzaticn 

individual should danonstidte: 

* Willingness to take/accept responsibility 

* Willingness to take initiative 

* Willingness to respond to authority, apply and follow policy 

* Desire to learn/try 

* willingness to fail 

* Willingness to ask questions 

* Desire to work to best of ability 

* Responsiveness to tia*i constraints 

* Accuracy 

♦Willingness to get bonds dirty 

* Attention to detail 

* Willingness to do clerical tasks 

* Desire to foOLiow^tbrongh 

* Service orientation 

* Organisational identity 

* Willingness to proaote library and its services 

* View of library as part of a larger intonation environeent 

* View of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice short-ten gains for long-term goals 

* Political sense 
** curiosity 

** Variety of interests 

** Desire to grow personally 

** Desire to grow professionally 

** Desire to remain current in specific and general su -*ect field 
** Positive attitude toward job 
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INTSUBRARY LOAN 
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ACTIVITIES 



INTERLIBRAKf LOAN ENTRY LEVEL 



Interlihrary Rnrrr*H n Q (JT.Tfl 

1. Receive users' requests for obtaining material from other libraries 

2. Discuss cost considerations and time constraints with users 

3. Record bibliographic and user information 

4. Verify bibliographic information 

5. Determine best source for obtaining materials 

6. Determine alternate source (s) for obtaining materials as required 

7. Supervise processing of 113 requests: 

complete loan forms, including copyright compliance notice 
collect ILB processing charge from users, if applicable 
transmit loan requests (by phone, mail, courier, teletype, or com- 
puter network) 
re-issue loan requests as required 
receive material i 

notify users of receipt of materials 
circulate materials to users 

update circulaticn/lLB files for circulated materials 
receive materials from users 

examine materials for damage, proper markings, etc. 

update circulation/ILB files for returned materials 

prepare borrowed materials for mailing/delivery 

followHjp overdues 

collect overdue fines 

maintain record of ILB statistics 

maintain record of funds collected 

maintain files of materials obtained and not obtained on loan 

8. Perform processing of ILB requests when necessary 

Interlthrarv Lending m,M 

9. Receive ILL requests 

10. Examine ILL forms for copyright compliance 
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ACTIVITIES 



INTERLIBRARY LOAN ENTRY LEVEL 



Interlibrarv Lending (Til.) fnnnt'd) 

11. Supervise processing of ILL requests: 

return ILL forms lacking proper copyright compliance notice 
determine location of material in library 
locate material in the collection 

photocopy journal articles and portions of printed materials 
prepare library materials/photocopies for mailing/delivery 
update circulation/ILL files for loaned materials 
examine returned materials for damage, proper markings, etc. 
update circulation/ILL files for returned materials 
shelve returned materials 
follow-up overdues 

collect/charge overdue fines, if appropriate 

collect funds for lost materials or receive replacement materials 

return ILL forms to originator for materials not owned/not avail- 
able for loan 

maintain record of ILL statistics 

maintain record of funds collected or charges assessed 

maintain temporary files for ILL requests for materials owned but 
not found in the collection 

maintain temporary file of ILL requests for materials not owned by 
the library 

12. Check to locate ILL requests that technicians report as "not found on 
shelf 

13. Perform processing of ILL requests when necessary 

fitter 

14. Handle problems related to borrowing or lending of library materials; 
refer problems to higher level staff, as appropriate 

15. Keep informed of current copyright legislation and its impact on inter- 
library loan 

16. Conduct library business by phone, when appr priate 

17. Write memos and letters, as required 

18. Prepare manuals of procedures 

19. Make recommendations to the section manager for improvement in opera- 
tions of the unit/section and for improvement in services to users 
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ACTIVITIES 



INTERLIBFARY LOAN ENTRY LEVEL 

Other (cont'd) 

20. Attend and participate in staff meetings 

21. Provide an overview of the operations of the unit/section to visitors, 
as requested 

22. Supervise technicians and other paraprofessional staff 

23. Work to develop "esprit de corps" among staff supervised 

24. Assist section manager in writing job descriptions for self and for 
staff supervised 

25. Assist section manager in developing performance standards for self and 
for staff supervised 

26. Assist manager in the review and performance evaluation of staff 
supervised 

27. Assist in the selection of new technicians and paraprofessionals 

28. Keep abreast of developments in the information field, library prac- 
tice, or legislation that affect interlibrary borrowing and lending 

29. Attend professional meetings and prepare reports for dissemination to 
staff 

30. Develop professional contacts both within and outside the library 



INTERLIBRARY LOAN MUD LEVEL 



31. Forward ILL "not found" and "not owned" requests and ILB requests to 
acquisitions section 

32. Make preliminary selection of forms and/or develop draft record formats 
for all interlibrary loan files and operations 

33. Work with circulation section staff to develop procedures and resolve 
problems related to use of the circulation files/system for inter- 
library loan purposes 
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ACTIVITIES 



SflFEKLIBRARY LOAN MID LEVEL 

34. Assess performance of exist inq equipnent/systems used in interlibrary 
loan and investigate capabilities of other equipnent/sy stems 

35. Reconnend acquisition of new/additional equipnent/sy stems 

36. Train staff in operation and in- house maLiisnance of equipment/systems 

37. Supervise in-house operation and maintenance of equipnent/sy stems 

38. Gather information 5or maintenance contracts on *quipment/sy stems 

39. Draft statements of work for contract proposals for services , systems, 
equipment anchor maintenance 

40. Evaluate contractors' proposals 

41. Train and supervise entry .avel staff 

42. Assist in tt>* selection of new professional staff 

43. Write articles for professional journals/newsletters when appropriate 



DIFEKLIBRAFY LOAN SENIOR LEVEL 

44. Function as a technical expert in the interlibrary loan section 

45. Work with serials control and cataloging staff to develop a serials 
holdings list 

46. Make inquiries and recoimendations concerning the advertisement, publi- 
cation, and distribution of the serials holdings list 

47. Work with reference and acquisitions staff to analyze library resources 
in the area and make recommendations concerning the degree to which 
duplication of collections should occur. Identify subject areas in 
which resource sharing may be mutually beneficial 

48. Identify library networks/consortia ^iich the library should consider 
joining/forming 

49. Draft ILL/TLB procedures and policies; draft revisions as required 

50. Flowchart and document UL/UB procedures 
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ACTIVITIES 



INTERJBRAKY LOAN 



SENIOR LEVEL 



51. Assist section manager in on-going systems analysis of the section 

52. Analyze ILL/US statistics and prepare draft statistical reports 

53. Analyze financial data and prepare draft financial reports 

54. Supervise mid level staff 

55. Function as section manager in his/her absence 
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DUmiBRARSr LOAN entry level 



Basic * mr " 1 * >A ? p 

*** knowledge related to literacy, meacy, cmsannloal ions, etc. 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 
** knowledge of foreign languages 

THhrary ft TnfnmaHm Science Knowledge (Generic) 

* knowledge of definition, structure, and formats of information 
knowledge of alternative approaches to the organization of information 

* knowledge of alternative approaches to retrieval of information 

owledge of alternative approaches to information management 

* Knowledge of available and emerging information technologies and their 

applications 

** knowledge of completed and ongoing research in the field and its 

applicability to practice 
** knowledge of career opportunities 

* knowledge of how to learn on an ongoing basis 

KhWlflfrP About. inforro»H™ «p r lf environments 

knowledge of the expanding information community, its participants and 
their interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed within the various work settings 

nnd the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and information habits 

Knowledge of what work la done 

* knowledge of the interlibrary loan function, the range of services and 

products offered (both actual and potential) 

* knowledge of thtt activities that are required to offer the services and 

* knowledge of the various resources that are necessary to support the 

activities 

** knowledge of Interlibrary loan tuais and sources of Information 
** knowledge of interlibrary loan nethodB sad t^filj op 

* knowledge of porfotaence expected and how it can be measured 

** knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable compensation, benefits, etc.) 
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INTEFUBRAKY LOAN ENTRY LEVEL 



Knowledge of how to do work 

** knowledge of bar to perform the various activities 
** knowledge of bow to use the interlibzary loan tools and sonrces 
** knowledge of bow to apply the interlinear? loan netbods and techniques 
knowledge of personnel procedures 

Khowledae of the community served and the library 

* knowledge of the mission, goals and objectives of the library 

* knowledge of the policies and procedures relevant to the library 

* knowledge of the various resources available within the library (e.g. , 

personnel, equipment, etc.) 

* knowledge of the users' intonation needs and requirements 

* knowledge of the collection, and of related collections 



INTERLIBRARY LOAN MID LEVEL 



* greater depths of knowledge specified above 

*** knowledge of the operations of other sections in the library and now 
they relate to lnterlibrary loan 

* knowledge of available vendor-supplied systems, services and products 

to support lnterlibrary loan 
knowledge of the contracting process, both in general and within the 
organization 

knowledge of evaluation methods and techniques to evaluate systems, 
services and products 
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INTEFLIBRAFY IOAN SENIOR LEVEL 



greater depths of knowledge apecifled above 

* knowledge of public relatione techniques 

* knowledge of statistical description, analysis, interpretation and 



* knowledge of the costs associated with library r es ourc e s (Materials, 

personn el, space, ccc*j 

* knowledge of cost analysis and interpretation Methods 

* knowledge of art hods of resource allocation 

** k n owledg e of standards, ■eaaurea and sctbods for evaluating personnel 

* knowledge of alternative aanagesant structures and their iaplloations 

for the operation of the library 

* state-of-the-art knowledge of library research and practice 
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HfFERLIBRARY LOAN ENTRY LEVEL 

* knowledge related to literacy, numeracy, communications, etc. 

Subject knowledge 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 
** knowledge of foreign languages 

Library & information SH«n™> Eh^if^f (Generic) 

** knowledge of definition, structure, and formats of information 
** knowledge of alternative afl proaches to the organisation of information 
** knowledge of alternative approaches to retrieval of information 
knowledge of alternative approaches to information management 
knowledge of available and emerging information technologies and their 
appl icat io ns 

** knowledge of completed and ongoing research in the field and its 

applicability to practice 
** knowledge of career opportr»<ties 
** knowledge of how to leaxr ja an ongoing basis 

Knowledge about information work environments 

** knowledge of the expanding Information community, its participants and 
their interrelationships (social, economic, technical, etc.) 
knowledge of the variety of work settings and their organizational 



knowledge of the functions performed within the various work settings 

and the services and products offered 
knowledge of the users of the services and products, their character- 
istics and Information habits 

Knowledge of what work la done 

** knowledge of the interlibrary loan function, the range of services and 

products offered (both actual and potential) 
** knowledge of the activities that are required to offer the services and 

prod u ce the products 
** knowledge of the various resources that are necessary to support the 

activities 

** knowledge of interlibrary loan tools and sources of information 
** knowledge of Interlibrary loan methods and techniques 
** knowledge of perfooaance expected and bow it can be measured 
** knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable oompensatioi, benefits, etc.) 
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INTERLIBRARY LOAN ENTRY LEVEL 



Khowledge of how to do work 

** knowledge of how to perform the various activities 
** knowledge of how to use the interlibrary loan tools and sources 
** knowledge of now to apply the Interlibrary lean aethod* and techniques 
*** knowledge of personnel procedures 

Khowledoe of the community served and the library 

** nowledge of the aiasion, goals and objectives of the library 

* knowledge of the policies and procedures relevant to the library 

** knowledge of the various resources available within the library (e.g., 

personnel, equirsjent, etc.) 
*** knowledge of the users' information needs and reonireaents 
*** knowledge of the collection, and of related collections 



INTERLIBRARY LOAN HID LEVEL 



** greater depths of knowledge specified above 

** knowledge of the operations of other sections in the library and how 

they relate to interlibrary loan 
** knowledge of available vendor-supplied systeas, services and products 

to support interlibrary loan 
*** knowledge of the contracting process, both in general and within the 

organisation 

*** knowledge of evaluation aathods and techniques to evaluate systeas, 
services and products 



INTERLIBRARY LOAN SENIOR LEVEL 



** greater depths of knowledge specified above 
** knowledge of public relations techniques 

** knowledge of statistical description, analysis, interpretation and 



** knowl edge o f the costs aasoclatad with library resources (naterials, 

personnel, apace, etc.) 
** knowledge of cost analysis and interpretation sethodB 
** knowledge of aethoda of resource allocation 

** knowledge of standmrds, aaasorai and aethods for evaluating personnel 
** knowledge of alternative aanagassnt structures and their iaplicatlons 

for the operation of the library 
*** state-of-the-art knowledge of library research and practice 
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sous 



IMTERLIBRAKY LOAN EWTFY LEVEL 



Basic ^IIp 

*** ^teracy, numeracy, cogpitive, analytical, communications, etc. 
aillg wilted to Specif ic Activities 
Ability to: 

* perform aasb activity 

* fwrahHah rapport with users and colleagues 

** co mm unic ats well by written, verbal and non-verbal scans 

* conduct an interview 

conduct meetings with individuals and groups 

* collect, analyse and interpret data 

* sake decisions and rear "ndatians based on available inff orsatlon 

* supervise staff 

* work independently and in groups 

* develop criteria for evaluation 

Ability to: 



* sake effective, timely, and well-informed decisions 

* isolate and define problems and develop the necessary criteria and 

action for their solution 
*** manage time effectively 



INTERLIBRAFY LOAN MID LEVEL 

fftmn Related to Each Specific Activity 
** Skills listed above are developed to a greater extent 

Ability to: 

* perceive the needs of the organisation and not just the library 

* anticipate long-range needs of library 

design systems and procedures to improve library operations 

arbitrate and negotiate 
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SKUAS 



IMTEBLIBRARY LOAN SENIOR LEVEL 

** Skills listed above are developed to a greater extent 

Ability to: 



** apply aetbods of neasuranent and evaluation 
* budget and sake projections 
*** optimise the use of library resources 
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skills 



Wra&IBRAEy LOAN ENTRY LEVEL 

Basic Sfcillfi 

* literacy, numeracy, cognitive, analytical, commiiicaticns, etc. 
Skills Rrtated to Specific Activity 
Ability to: 

** perform sBtiH activity 

** wwn h Ush rapport with users and colleagues 

** ccamunlcate well by written, verbal and non-verbal means 

** conduct an interview 

** conduct meetings with individuals and groups 

* collect, analyze and interpret data 

** aake decisions and recoasendations based on available intonation 

* supervise staff 

** work independently and in groups 
** develop criteria for evaluation 

Ability to: 

** sake effective, timely, and weU-inf ocmed decisions 
** isolate and define probleas and develop the necessary criteria and 
action for their solution 
time effectively 



INTERLIBRAFY LOAN MID LEVEL 

SHIlp Rented ftlrtl Specific ArHvJfry 
* Skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs of the organization and not just the library 
** anticipate long- r ange needs of library 
*** design systems and procedures to improve library operations 
** arbitrate and negotiate 
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skills 



XNTEKLIBRARY LOAN SENIOR LEVEL 

** Skills listed above are developed to a greater extent 

Ability tor 

** apply aetbodB of aeasuraaent and evaluation 

** budget and sake projections 

** optisdse the use of library resources 
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INTERLIBPAPY LOAN 



Dispositional Attitude. 

Attitudes Toward lasfeitutiflPfl 

** BBspect for profession 
*** Baepect for the library 
** DBo p e c t for the parent organization 

Attitudes Toward Other People 

*** Itenpocl users 

* Like people in general 

* Like children 

* Like to help people 

* Like to meet people 

* Like to soke others feel oaefortable 
*** Sensitive to others' needs 

Toward Others In the Workplace 

** Respect co-workers 

* Like to work with others/as a teaa 

* Like to work on own 

*** NUlingnesB to draw upon and share knowledge and experience with 
others 

** Supportive of co-workers 

* Brjoy managing/supervising others 



Personal Qjalities 

*** Alertness 

* Assertiveness 

* Oon^passion/Rindness 

* ty**fi*T» 

* Cheerfulness 
*** Dependability 

* Detexninaticn/Tenacity 

* Diplonacy 

* Bnotional stability 

* Fairness 

«* Wexibmty/Vtersatility 

* imagination 

* Inquisitiveness 

* Leadership ability 
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INTERLTBRAKY LOAN 



Personal ftmUties fccnt'dl 

* Neatness 

* Need for achievanent 
** Objectivity 

** (\cn aindedbeas 

* Optimiss/fcositive attitude 

* OBjufatlcn 

* Patience 

* Physical endurance 
*** Resourceful 

* Sensitive/lboughtful 

* Sense of hunor 

* Sense of ethics 

* Tolerance 



Attitudes Related to JobAfork/Oroanization 
individual should demonstrate: 

** Willingne ss to take/acceot responsibility 

* W illin g n e ss to take initiative 

** Willin g ness to respond to authority, apply and follow policy 

* Desire to learn/try 

* WllUngnw to fail 

*** Willi ngness to ask qosstlons 

* Desire to work to best of ability 
*** Responsiveness to tiae constraints 
*** Accuracy 

* Willingness to get hands dirty 
*** Attention to detail 

* Willingness to do clerical tasks 
*** Desire to follor^tnroogh 

** Service orientation 

* Organisational identity 

* Willingness to proeobe library and its servi es 

* View of library as part of a larger lnforaat .an envirornent 

* View of library as an organisation 

* Ability to see broad picture 

** Ability to sacrifice short-term gains for long-term goals 
** Political sense 

* Cariosity 

* variety of Interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to renin current In specific and general subject field 
** Positive att'+ade toward job 



94 

140 



CDKBBOES VALIDATED AS BBODMDC 
MRE VERSOS L ESS D gQREWT 
IN 1BE FUIUKE 



141 



nonnxES 



INTEBLIBRABY LOAN 



Dispogition&l Attitudes 

Attitudes Toward Institutions 

** Beep^ct for profession 

** Respect for the library 

** I tec pec t for the parent organization 

Attitudes Toward Other People 

Howard Dsers 

** — pac t users 

** Like people in general 

* Like children 

** Like to help people 

* Like to week people 

* Like to sake others feel ocatfortable 
** Sensitive to others' needs 

Toward Others in the Workplace 

** Respect oo wor ke rs 

** Like to work with others/as a teen 

** Like to work on own 

** Willingness to draw upon and share knowledge and experience with 
others 

** Supportive of oo wor k ers 

** Bi joy Banaging/supervising others 

Personal Qualities 

** Alertness 

** AssertivenesB 

** Oosasjajj oB^Und neBB 

* Confidence 

* Cheerfulness 

* Dependability 

** Detrradne&ion/Itenocity 
** Dipioaacy 

* actional stability 

** ncaihiU^/varaatility 
** Tsmjlmi ton 
** Inqulsltlvenees 

* Leadership ability 
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INTEKLIBRARY loan 



erJc 



Personal Ouallfciee formfc'dl 



Heed for achieveaent 

Objectivity 



* Optiatfsa/Positive attitude 



Ayslcal endurance 



Scnsltlve/lhooohtful 
Sense of huaor 
Seme of ethics 

loll 



Attitudes Related to JobAfork/Organizatlon 

individual should demonstrate: 

** Willingness to tafce/accept responsibility 
** Willingness to take initiative 

** Willingness to respond to authority, apply and follow policy 
** Desire to learn/try 
— WUUnqnesa to fail 
** Willingness to ask questions 
** Desire to work to best of ability 
to tine constraints 




** Willingness to get hande dirty 
** attention to detail 
* Willinoness to do clerical tasks 
** Desire to folios through 
** Service orientation 
** Organisational identity 

** Willinoness to prosote library and its services 

** View of library as part of a larger inforsation environaent 

** view of library as an organisation 

** ability to sea broad picture 

** ability to sacrifice short-tern gains for long-tern goals 

** Political sense 

** Curiosity 

** variety of interests 

** Desire to grow personally 

** Desire to grow professionally 

** Desire to r Benin current in specific and general subject field 
** Positive attitude toward job 
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ACTIVITIES 



ERIC 



SENIOR LEVEL 

MANAGEMENT (Section Manager) 

General Adnlnlstratlon 

1. Work with library/library sy*ten director and other section/branch 
managers to formulate and/oi: interpret library objectives 

2. Prepare written secticn/btanch objectives 

3. Coordinate section/branch objectives with those of other sections/ 
branches of the library system 

4. Evaluate current activities in terms of the section/branch's objectives 

5. Identify required statistics and reports 

6. Prepare final version of section's/branch's annual reports and other 
reports 

7. Supervise clerical staff who 

type correspondence, reports, etc. 
answer phones 
sort and route mail 

maintain se^ 4 - ion/branch files and records 
input and maintain payroll data 

Planning 

8. Maintain an awareness of the current and planned information and 
service needs of the user caimunity 

9. Assess future needs and develop long-range plans 

10. Reccmnend new activities/programs when appropriate 
Financial Management 

11. Prepare operating and capital budgets, both short- and long-term 

12. Justify the section's/branch's budgets 

13. Control expenditures and operate within the budgets 

14. Establish financial policies and procedures in keeping with the library 
system's overall financial operations 

15. Establish costs for services, if appropriate 
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ACTIVITIES 



MANAGEMENT 



SENIOR LEVEL 
(Section Manager) 



Financial Management foont'd) 

16. Supervise charging for services, if appropriate 

17. Determine the cost of in -house versus contract processing and services 

18. Supervise the deposit of any funds received 
Policies and Procedures 

19. Review and approve/modify section/branch policies as drafted by senior 
staff 

20. Present policies to library/library system director for approval 

21. Monitor established policies and guidelines 

22. Revise policies and guidelines as required 

23. Review and approve/modify procedures reccnmended by staff 
Management of Activities 

24. Supervise overall operation of the section/branch 

25. Coordinate section/branch activities with other operations within the 
library system 

26. Supervise the establishment of work schedules to ensure adequate 
staffing of the section/branch 

27. Supervise the maintenance of adequate production levels, production 
deadlines and quality control 

28. Identify activities which could be curtailed if staff reduction and/or 
budget cuts were required 

29. Perform on-going systems analysis of section/branch activities 

30. Review and approve/modify record formats and other file design data for 
section/branch files as recommended by staff 

31. Work with systems staff/representatives and section/branch staff to 
resolve problems with operation of automated systems, if applicable 
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ACTIVITIES 



SENIOR LEVEL 

HANRGEMETC (Section Manager) 

Facilities. Ebulpnent and Supplies, and Contract Services 

32. Work with architects and interior designers to plan section/branch 
design and layout for new facilities 

33. Plan the rearrangement of existing facilities 

34. Select furnishings for section/branch 

35. Request maintenance of facilities as required 

36. Review and approve/modify staff recommendations for acquisition of 
equipment, forms, supplies and systems 

37. Recommend and support acquisition of selected items • 

38. Arrange for purchase of approved items 

39. Maintain inventory listings of furnishings and equipment in section/ 
branch 

40. Review and approve/modify final draft of contract-related documentation 

41. Designate a staff member to serve as the section's/branch's technical 
representative for each contract 

42. Evaluate contractors' performance 
Personnel Itenapanent and Staff Development 

43. Review staffing and work loads to ensure that employees are properly 
utilized 

44. Prepare final version of job descriptions for entire staff of section/ 
branch 

45. Request and justify new positions 

46. Initiate staff recruitment after staffing requests are approved 

47. Interview and select candidates for positions 

48. Ensure that new staff receive proper orientation and on-the-job 
training 

49. Review personnel records of staff 
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ACTIVITIES 



SENIOR LEVEL 

MANAGEMENT (Section Manager) 

Personnel Management and Staff Development fcont'dl 

50. Approve/modify performance standards as developed ty staff 

51. Prepare written performance evaluations for entire staff 

52. Conduct conferences with individual staff members to discuss 
performance evaluations and other matters as appropriate 

53. Suggest ways in which individual staff members may improve performance 
anchor become eligible for promotion 

54. Approve library-funded training for staff 

55. Prepare documentation for awards , grievance actions, separations, etc. 

56. Present awards 

57. Discipline staff as required 

58. Conduct exit interviews with staff 

59. Approve leave 

60. Approve vacation schedules 
Oaranunications 

61. Conduct staff meetings 

62. Ehsure that communication is maintained within the section/branch so 
that staff will know what is happening in the section/branch, the 
library system, the advisory groups, the network (s), and in the 
information world in general 

63. Establish and maintain good working relationships within the library 
system 

64. Make preliminary arrangements for cooperative efforts with other 
sections/branches 

65. Represent section/branch or designate representative(s) for joint 
projects with other areas of the library system 
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ACTIVITIES 



SENIOR LEVEL 

MANAGEMENT (Section Manager) 



Marketing and P11M ir. P»1aHnnfi 

66. Establish and maintain good working relationships with librarians from 
other libraries In the area 

67. Communicate with other libraries regarding any difficulties associated 
with cooperative activities 

68. Join/participate in forming library networks/consortia and support 
network goals and activities 

69. Receive official visitors to the section/branch 

70. Arrange for overviews/tours of the section's/branch's operations 

71. Coordinate the production of publications/information products by 
section/branch staff 

72. Ensure that documents describing the section/branch and its policies 
and procedures are up-to-date 

73. Approve/make arrangements for advertisement, publication, and distribu- 
tion of documents/information products produced by section/branch staff 

Research and torfopnent 

74. Identify problem areas related to the section's/branch's activities/ 
objectives whicn require further study 

75. Arrange for and monitor in-house or contract studies of the problem 
areas 

76. Evaluate the recommendations of the studies 

77. Implement new programs/procedures as appropriate 
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ACTIVITIES 



MANAGEMENT 



SENIOR LEVEL 
(Library Director/ 
Library System Director) 



General Adninistration 

1. Work with senior institutional administrators to formulate anchor 
interpret objectives of the library/library system 

2. Supervise the preparation of written library/library system objectives 

3. Coordinate library/library system objectives with those of other 
systens within the institution 

4. Evaluate current activities in terms of the library's/library system's 
objectives 

5. Identify required statistics and reports 

6. Prepare fined version of library 1 s/library system's annual report f and 
other reports 

7. Supervise clerical staff who 



type correspondence, reports, etc. 
answer phones 
sort and route mail 
maintain files and records 
input and maintain payroll data 



8. Maintain an awareness of the current and planned information and 
service needs of the user catmunity 

9. Assess future needs and develop long-range plans 

10. Feocnmend new activities/programs when appropriate 
Financial Management 

11. Supervise the preparation of operating and capital budgets, both short- 
and long-term 

12. Justify the library's/library system's budgets to institutional 
administrators 

13. Supervise expenditure and control and operatation within the budgets 



Planning 
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150 



ACTIVITIES 



SENIOR LEVEL 
(Library ll.ector/ 

MANAGEMENT Library System Directo ; 

Financial Management 'jont'dl 

14. Establish financial polici^r and procedures in keeping with the 
institution's overall financial operations 

15. Supervise the establishment of costs for services, if appropriate 

16. Supervise charging ror services, if appropriate 

17. Supervise the determination of the cost of in-house versus contract 
processing euA services 

18. Supervise the deposit of funds received by the library/library system 
Policies and Procedures 

19. Review and approve/modify library/library system policies as drafted by 
senior rftaff 

20. Present policies to institutional administrators for concurrence 

21. Supervise the monitoring of established policies and guidelines 

22. Supervise the revision of policies and guidelines as required 

23. Review and ipprove/faodify procedures recaimended by staff 
Management of Activities 

24. Supervise overall operation of the library/lit >rary system 

25. Coordinate library/library system activities with the insitution 

26. Supervise the establishment of work schedules to ensure adequr^e 
staffing of the ibrary/library system 

27. Supervise the maintenance of adequate production levels, production 
deadlines and quality control 

28. Identify activities wKdh could be curtailed if staff reduction anchor 
budget cuts were require^ 
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ACTIVITIES 



SENIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 

Systems Analysis and Design 

29. Supervise the on-going systems analysis of library/library system 
activities 

30. Review and approve/modify file design data for library/librai^ system 
files as recommended by staff 

31. Supervise efforts gl senior staff to resolve problems with operation of 
automated systems, if applicable 

facilities. Bmlrment and Supplies, and Contra ct Services 

32. Select and justify locations of new facilities and collections 

33. Work with architects and interior designers to plan the overall design 
and layout for new facilities 

34. Supervise planning for reai.angement of existing facilities 

35. Supervise selection of furnishings for library facilities 

36. Supervise maintenance of facilities as required 

37. Review and approve/modify staff recommendations for acquisition of 
equipment, forms, supplies and systems 

38. Justify acquisition of selected items to institutional administrators 

39. Supervise for purchase of approved items 

40. Supervise maintenance of inventory listings of furnishings and 
equipment in the library/library system 

41. Review and aFProve/roodify major contract documentation 

42. Supervise An-house management of contract activity 

43. Supervise the evaluation of contractors' performance 
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ACTIVITIES 



SENIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System ntrectoi) 



Personnel Management and Staff Development 

44. Supervise staff review of staffing and work loads to ensure that 
employees are properly utilized 

45. Review/prepare final version Oj. job descriptions for senior staff of 
library/library system and for staff in the director's office 

46. Request and justify new positions 

47. Supervise staff recruitment after staffing requests are approved 

48. Interview and select candidates for senior staff positions and for 
director's staff 

49. Ensure that new staff receive proper orientation and on-the-job 
trainino 

50. Review personnel records of senior and director's staff 

51. Approve/n&odify performance standards as developed by senior and 
director's staff 

52. Prepare written performance evaluations for senior and director's 
staff 

53. Conduct conferences with individual menbers of senior and director's 
staff to discuss performance evaluations and other matters as 
appropriate 

54. Suggest ways in which individual members of senior and director's 
staff may improve performance and/or become eligible for promotion 

55. Approve library-funded training for senior and director's staff 

56. Review/prepare documentation for awards, grievance actions, separa- 
tions, etc. 

57. Present awards 

58. Discipline senior and director's staff as required 
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ACTIVITIES 



SENIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 



ERIC 



Personnel Management _jid Staff Developme nt (cont'd) 

59. Conduct exit interviews with senior and director's staff and other 
staff, as appropriate 

60. Approve leave for senior and director' 3 staff 

61. Approve vacation schedules for senior and director's staff 
Ocnrounications 

62. Attend staff meetings cf senior institution staff as the representative 
of the library/library system 

63. Conduct staff meetings of senior and director's staff 

64. Ensure that ccmnunication is maintained within the libraryAibrary 
system so that staff will know what is happening in the library, the 
library system, the advisory groups, the network (s) , and in the infor- 
mation world in general 

65. Establish and maintain good working relationships within the library/ 
library system and within the sponsoring institution 

66. Make preliminary arrangements for cooperative efforts with other 
libraries/library systems and/or with library/bibliographic networks 

67. Represent the library/library system or designate representative (s) for 
joint projects with other libraries/library systems and/or with 
library/bibliographic networks 

Marketing and PuMtc PAlaHnna 

68. Market the library/library system and its services to higher level 
institutional administrators 

69. Supervise the marketing of the library/library system and its services 
to the user community 

70. Establish and maintain good working relationships with librarians from 
other libraries/systems/networks 

71. Communicate with other libraries/systems/networks regarding any diffi- 
culties associated with cooperative activities 



ACTIVITIES 



SENIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 



Marketing and Public Relations foont'd) 

72. Join/participate in forming library networks/consortia and support net- 
work goals and activities 

73. Receive official visitors to the library/library system 

74. Supervise arrangements for overviews/tours of the library/library 
system 

75. Supervise the coordination or the production of publications/informa- 
tion products by library/library system 

76. Ensure that documents describing the library/library system and its 
policies and procedures are up-to-date 

77. Approve/nodify/reconroend arrangements for advertisement, publication, 
and distribution of cbcurnent a/information products produced by library/ 
library system 

Research and Development 

78. Identify and/or review problem areas related to the library's/library 
system's activities/objectives which require further study 

79. Review, approve/modify in-house or contract studies of the problem 
areas 

80. Review and approve/modify evaluations by senior staff of studies' 
recomnendations 

82. Approve and supervise implementation of new programs/procedures as 
appropriate 
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MANAGEMENT SENIOR LEVEL 

Baalc ^Meftae 

*** knowledge related to literacy, nuaeracy, communications, etc. 

Sutdflct Knaglfldae 

* knowledge of the primary subject field of users served (e.g., 

literature, susic, etc.) 
** knowledge of foreign languages 

T.Jhrary ft Tnfnnmfr jflp gCiflDCC KW1«rly> (Generic) 

** knowledge of definition, structure, and fbtsats of information 
** knowledge of alternative afproschea to the organisation of information 
** knowledge of alternative approaches to retrieval of management 
inf onation 

*** knowledge of alternative ap p ro aches to information managssent 

*** knowledge of available and emerging information technologies and their 



** knowledge of completed and ongoing r e s ea rch in the field and i.:s 
applicability to practice 
knowledge of career opportunit ies 
*** knowledge of bow to learn on an ongoing basis 

Knowledge ahotit InfonwiHnn work wwlrormcnts 

knowledge of the expanding information ocamunity, its participants and 

their interrelationships (social, economic, technical, etc.) 
knowledge of the variety of work mattings and their organizational 



** knowledge of the functions performed within the various work settLxp 

and the services and products offered 
*** knowledge of the users of tbr services and products, their character- 
istics and information habits 

Khcwlp tae of what aork la done 



*** knowledge of the management function, the range of services and 

products offered (both actual and potential) 
*** knowledge of the activities that are required to offer the services and 

produce the products 
*** knowledge of the various r eso ur ce s that are necessary to support the 

activities 

knowledge of nan*qemant tools and sou rc e s of information 

knowledge of perJonanoe smarted and^bcw*7t*can be measured 
*** knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable compensation, benefits, etc.) 
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KKMJBGE 



MANAGEMENT SENIOR LEVEL 



Knowledge of how to do work 

*** knowledge of how to perform the various activities 
*** knowledge of how to use the ■anageaeal tools and sources of management 
information 

*** knowledge of how to apply tbe eanagewaat wetbodB and techniques 
*** knowledge of pers on n el procedures 

*** knowledge of the operations of other sections in the library and how 
they related to management 

** knowledge of available vendor-supplied systems, services and products 
to support management 

* knowledge of tbe contracting process, both in general and within the 

organisation 

*** knowledge of evaluation methods and techniques to evaluate systems, 
services and products 

* knowledge of public relations techniques 

** knowledge of statistical description, analysis, interpretation and 

*** knowledge of the costs associated with library r eso ur ces (materials, 

personnel, space, etc*) 
** knowledge of cost analysis and interpretation sethodi 
*** knowledge of aetbodB of r eso u rce »n«***H <ii 

** knowledge of standards, aeasnrei and methods for evaluating personnel 
** knowledge of alternative m anage m ent structures and their implications 
for tbe operation of the library 

* state-of-the-art knowledge of library rwwwnrti and practice 

Knowledge of the oonmunlty aenrad and the library 

*** knowledge of the mission, goals and objectives of library 

*** knowledge of tbe policies and procedures relevant to the library 

*** knowledge of the various resources available within the library (e.g., 

p er so nn el, equipment, etc.) 
** knowledge of the users' infonation needs and requirements 

* »- Pledge of the collection, and of related collections 
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parage 



MANAGEMENT SENIOR LEVEL 



Bnnir Knralpriqr 

* knowledge related to literacy, numeracy, ccsmunications, etc. 

Subject knowledge 

* knowledge of the primary subject field of users served (e.g., 

literature, susic, etc.) 

* knowledge of foreign lang ua ge s 

Idhrarv S, Information Science Knowledge (Generic) 

** knowledge of definition, structure, and formats of inforaation 

** knowledge of alternative approaches to the organisation of inforaation 

** knowledge of alternative approaches to retrieval of manages ent 



*** knowledge of alternative approaches to inforaation sanagea it 
** knowledge of available and emerging lunation technologies and their 
applications 

** knowledge of completed and ongoing research in the field and its 
applicability to practice 

* knowledge of career opportunities 

** knowledge of bow to learn on an ongoing basis 

Knowledge about Information work environments 

** knowledge of the expanding Information coamunity, its participants and 
their interrelationships (social, economic, technical, etc.) 

** knowledge of the variety of wo: settings and their organisational 
structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and information habits 

Knowledge of what work i« done 



* knowledge of the management function, the range of services and 

products offered (both actual and potential) 

* knowledge of the activities that are required to offer the services and 

produce the products 

* knowledge of the various resources that are necessary to support the 

activities 

* knowledge of eanagaeant tools and sources of information 

* knowledge of aanagaaant methods and techniques 

* knowledge of performance *rtH-*fl and how it can be measured 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable compensation, benefits, etc.) 
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MANAGEMENT SENIOR LEVEL 



ftlfflflfflVaft Of how to do work 

** knowledge of bar to perform the various activities 
** knowledge of bow to use the ■anageaent tools and sources of sanageaeat 
infoDBStion 

** knowledge of bow to apply the nanageaent sathodB and techniques 

* knowledge of p e rs onnel procedures 

* knowledge of the operations of other sections in the library and now 

they related to aanagaaaal 
** knowledge of available vendcu. -supplied systeas, services and products 

to support aanageaonl 
** knowledge of the contracting process, both in general and within the 

** knowledge of evaluation ■ethode and techniques to evaluate systeas, 

services and products 
** knowledge of public relations techniques 

** knowledge of statistical description, analysis, interpretation and 
presentation 

** knowledge of the costs associated with library resources (aaterials, 

personnel, space, etc*) 
** knowledge of cost analysis and interpretation Methods 
** knowledge of aethodi of resource vllocation 

** knowledge of standards, seasores and asthodo for evaluating personnel 
** knowledge of alternative sanagsasnt structures and their implications 

for the operation of the library 
** state-of-the-art knowledge of library research and practice 

Knowledge of the ocmamlty served and the library 

* knowledge of the nission, goals and objectives of library 

* knowledge of the policies and procedures relevant to the library 

* knowledge of the various resources available within the library (e.g., 

pers o n nel, eojuipaant, etc.) 
** knowledge of the users' inforsation needs and requirements 

* knowledge of the col lection , and of related collections 



ERIC 



161 

111 



ODHPETBOES VNJEKTH) AS 
ESSENTIAL VH605 DESIRABLE 



162 



SBJJ£ 



MANAGEMENT 
Basic Skills 

Sfcllls Related to Specific Activities 
Ability to: 



SENIOR LEVEL 



literrcy, nuBeracy, cognitive, analytical, ooBaunications, etc. 



* perform each activity 

*** establish rapport with users and colleagues 

*** i i— nlotte well by written, verbal and non-ratal aeons 

*** conduct an interview 

*** conduct seetingH with individuals and groups 
** collect, analyse and interpret data 

*** sake decision s and rwTnsarnrtnl Kim based on available intonation 
*** supervise staff 
*** work independently and in groups 
** develop criteria for evaluation 

Ability to: 

*** sake effective, timely, and well-inf orsed decisions 

*** Isolate and define problems and develop the necessary criteria and 

action for their solution 
** aanage time effectively 

Skills Related to Btch Specific Activity 
Ability to: 

*** perceive the needs of the organization and not just the library 
** anticipate long-range needs of library 

* design aysteas and procedures to improve library operations 
*** arbitrate and negotiate 

** apply sethods of measurement and evaluation 
*** budget and soke projections 
** optimise the use of library resources 
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SKILLS 



MANAGEMENT SENIOR LEVEL 



Basic Skllla 

* literacy, imeracy, cognitive, analytical, conwurications, etc. 
Skills Related to Spec ific Activities 
Ability to: 
* perfoon each artJvity 

** establish rappoi, with asers and colleagues 

*» i > —ii 1 1 in i, well by written, verbal and non-verbal neons 

** conduct an interview 

** (redact neetingB with individuals and groups 
** collect, analyse and interpret data 

** wake decisions and reooanendations based on available inforeation 

** aopetvise staff 

** work independently and in groups 

** develop criteria for evaluation 

Ability to: 

** sake effective, tisely, and well-informed decisions 

** isolate and define probl««s and develop the necessary criteria and 

action for their solution 
** nonage tine effectively 

Skills Related to E»A Spec ific Activity 

Ability to: 

** perceive the need of the organintion and not just the library 

** anticipate long-range needs of library 

** design systens and procedures to isprove library operations 

** arbitrate and negotiate 

** apply setfaoda of seaaurew/nt and evaluation 

** budget and sake projections 

** optiaiz.2 the use of library resources 
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MANAGEMENT 



Dispositional Attitudes 

Attitudes Toward Institutions 

*** Respect for profession 

*** Respect for the library 

*** R e s pec t for the parent organization 

Attitudes Toward Other People 

Toward users 

*** Res p e c t users 
** Like people in general 
Like children 

* Like to help people 
** Like to seet people 

* Like to aske others feel oosf ortable 
** Sensitive to others' needs 

Toward Others in the Workplace 

*** Respect co-workers 
** Like to work with others/as a teas 

* Like to work on own 

*** Willingness to draw upon and share knowledge and experience witb 
others 

*** Supportive of co-workers 
** Enjoy sanaging/supervising others 



Personal Qualities 




*** Dependability 
** Deterndnation/Tenaclty 
*** Diplosacy 
*** Bsoticnal stability 
*** Fairness 

** nexibmty/versatility 

* Imagination 

* Inojaisitivenese 
** Leadership ability 
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MANAGEMENT 



Personal ftialitlea fcont'dl 

* Neatness 

* Hood for achlevsecuL 
*** Objectivity 

*** OptD Sri n osf hSS B 

* Optiaisn/Poeitive attitude 

* Organisation 

* Patience 
Physical endurance 

** Resourceful 

* Sensitive/lbcughtful 

* Sense of husor 
*** Sense of ethics 

** Tolerance 



Attitudes Related to Job/Wbrk/Orpanizatton 

Individual should demonstrate: 

*** Willingness to take/accept responsibility 
*** Willingness to take initiative 

** Willingness to respond to authority, apply and follow policy 
*** Desire to learn/try 

** Willingness to fail 
*** willingness to ask q uesti ons 
*** Desire to work to best of ability 

** Baeponsivoneai to tiae constraints 

* Accuracy 

* Willingness to get hands dirty 

* Attention to detail 
Willingness to do clerical tasks 

** Desire to fellow-through 
** Service orientation 
** Organisational identity 

** Willingness to praaote library and its services 

** View of library as part of a larger lnfonatun snvironasnt 

*** Vim of library as an organisation 

*** Ability to see broad picture 

** Ability to sacrifice abort-tern gains for long-term goals 
** Political sense 

* Curiosity 

* Variety of interests 

* Desire to grow personally 

** Desire to grow pro f e s s i onally 

* Desire to raw In current in specific and general subject field 
*** Positive attitude toward job 

168 

erJc 115 



OagETBCIES VMJCTJH) \> BB ODKPC 
MORE VERSOS LESS DVGRBkNT 
HI 1BE FDTORE 



169 



ATUTDDES 



MANAGEMENT 



Dispositional Attitudes 

Attitudes Toward Institutions 

* Re s pe c t for profeooion 

* Respect for the library 

* Beeped for the parent organization 

Attitudes Toward Other People 
Toward Dsers 

* Respect users 

* Like people In general 

* Like children 

* Like to help people 

* Like to nest people 

* Like to neke others feel coaf ortable 

* Sensitive to others' needs 

Toward Others In the Workplace 

** Respect co-workers 

* Like to work with others/as a teen 

* Like to work on own 

* Willingness to draw upon and share knowledge and experience with 

n^li mm mm 

otners 

* Supportive of co-workers 

* Eh joy asnaging/supervising others 

Personal Qualities 

** AlestnsBS 

* Assertlvsness 

* OcBpasslon/Undiess 

* Confidence 

* Cheerfulness 

* Dependability 

* ^teialnafclon/Tsnacity 

* Diploaacy 

* Baotionol stability 

* Fairness 

** nexibmty/tersatllity 
** IBaginatlon 

* Inquisitlveness 
** Leadership ability 
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MANAGEMENT 



Personal Qualities (figpfc!dj 

* NeaLness 

* Need for acfal cwai t 

* Objectivity 

* Open atoflBdh—i 

* OptiidsVPoeltive attitude 

* Organisation 

* Patience 

* Physical endurance 
** Resourceful 

** Sensittve/Ibcughtful 

* Sense of huaor 
** Sense of ethics 

* Tolerance 



Attitudes Related to Jcb/Wbrk/Or ganlzation 
Individual should demonstrate: 



** Willingness to take/accept responsibility 
** Willingness to take initiative 

Willingness to respond to authority, apply and follow policy 
Desire to learn/try 
Willingness to fail 
Willingness to ask questions 
Desire to work to best of ability 
Responsiveness to tine constraints 
Accuracy 

Willingness to get bands dirty 
Attention to detail 
Willingness to do clerical tasU 
Desire to follow-through 
Service orientation 
Organisational identity 

Willingness to prosote library and its set -ices 
View of library as part of a larger information environment 
View of library as an organisation 
Ability to see broad picture 

Ability to sacrifice short-tern gains for long-tern goals 
Political sense 
Curiosity 

Variety of Interests 
Desire to grow personally 
Desire to grow professionally 

Desire to remain current in specific and general subject field 
Positive attitude toward jt*> 
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ACTIVITIES 



REFERENCE ENTRY LEVEL 

Solicited Searches 

1. Interview users to evaluate information requirements, and determine 
budgetary and time constraints, etc. 

2. Counsel users on specifying information requirements 

3. Develop and implement strategy for obtaining, evaluating, and packaging 
information and data to meet users' needs 

4. Select search methods (e.g., online and/or manual) 

5. Determine appropriate source (e.g., databases, printed publications, 
experts, ecc.) 

6. Conduct searches, using proper subject terms for sources selected 

7. Review retrieval output for relevancy 

8. Provide information for uoers in the form of references or source 
documents 

9. Translate titles and abstracts 

10. Refer users to higher-level reference staf % as appropriate 
12. Refer users to other information services, as appropriate 
Other 

12. Answer ready reference questions 

13. Instruct users in reference methods, sources, services and policies 

14. Alert users to non-print and in-house developed sources of information 

15. Perform bibliographic verification as required 

16. Recommend acquisition of materials for the reference and general 
collections 

17. Recommend materials/data for inclusion in reference source files 
(vertical file; in-house indexes) 

18. Supervise orderly maintenance of the reference room and re-shelving/ 
re-filiiig of reference materials 

19. Maintain a record of reference searching statistics 
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ACTIVITIES 



REFERENCE ENTRY LEVEL 

Other fcont'dl 

20. Maintain a record of financial data (finds received in payment for com- 
puterized retrieval, packaged literature searches and other products, 
or services for which charging may be authorized) 

21. Conduct library business by phone, when appropriate 

22. write memos and letters, as required 

23. Prepare an information package for upsrs to describe reference services 
and policies 

24. Prepare manuals of procedures 

25. (take recoimendaticns to the section manager for imprcvenent in opera- 
tions of the section and for improvement in services to users 

26. Attend and participate in staff meetings 

27. Provide an overview of the operations of the unit/section to visitors, 
as requested 

28. Supervise technicians and other paraprofessicnal staff 

29. Work to develop "esprit de corps" among staff supervised 

30. Assist section manager in writing job descriptions for self and for 
staff supervised 

31. Assist section manager in developing performance standards for self and 
for staff supervised 

32. Assist manager in the review and performance evaluation of staff super- 
vised 

33. Assist in the selection of new technicians and paraprofessicnal s 

34. Keep abreast of new and changing reference sources, services and tools 

35. Keep abreast of new and developing technologies applicable to reference 
searching 

36. Attend professional meetings and prepare reports for dissemination to 
staff 

37. Develop professional contacts both within and outside the library 



ERLC 



119 174 



ACTIVITIES 



REFERENCE HID LEVEL 

Solicited Search^ 

38. Perform more complex searches 

39. Provide additional information for users (e.g. in the form of critical 
annotations, abstracts, analytical reports, etc.) 

ttisolicited Searches 

40. Assist in developing broad-scope, published literature searches with 
executive analyses, resulting from anticipation and recognition of 
information needs of the user conrnwity 

41. Identify topics and develop search stiategies 

42. Conduct searches 

43. Evaluate search results 

44. Prepare searches for publication 

45. Distribute published literature searches 
Other 

46. Organize and maintain reference source files (vertical file, in-house 
indexes) 

47. Schedule and supervise shelf reading of the reference collection 

48. Hake preliminary selection of forms ancl/or develop dt~>ft record formats 
for all reference files and operations 

49. Identify and evaluate commercially available information services 

50. Assess performance of existing equipnent/systems/ser ' ices used in 
reference and investigate capabilities of other equipment/systems/ 
services 

51. Reconmend acquisition of new/additional equipment/sy st cms/se rv ices 

52. Train staff in operation and in-house maintenance of equipment/systems/ 
services 

53. Supervise in-house operation and maintenance of equipment/systems/ 
services 
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ACTIVITIES 



REIERENCE MID LEVEL 

Other fcont'dl 

54. Gather information for maintenance contracts on equipnent/systens 

55. Draft statements of work for contract proposals for services, systems, 
equipment anchor maintenance 

56. Evaluate contractors' proposals 

57. Train and supervise entry level staff 

58. Assist in the selection of new professional staff 

59. Write articles for professional journals/newsletters, when appropriate 



REFERENCE SENIOR LEVEL 

Solicited Searches 

60. Review solicited searches performed by others and suggest additional 
search strategies as appropriate 

61. Refer users to subject experts in the area, if appropriate 
Unsolicited Search^ 

62. Review unsolicited searches performed by others and suggest additional 
search strategies as appropriate 

63. Prepare executive analyses for published searches 

64. Arrange for publication 

65. Develop a public relations strategy for marketing the publication 

66. Develop distribution list 

67. Develop announcement of publication 



176 

121 



ACTIVITIES 



REFERENCE SENIOR LEVEL 



Other 

68. Function as a technical expert in all matters relating to reference 
service 

69. Interact with colleagues and subject experts in identifying unrecorded/ 
unindexed sources of information and data, and report to staff 

70. Review and weed the reference collection on a regular basis 

71. Review and weed reference source files on a regular basis 

72. Work with reader services, interlibrary loan and selection staff mem- 
bers to analyze library resources in the area and to make recannenda- 
tions concerning the degree to which duplication of reference 
collections should occur 

73. Work with reader services and selection staff to compile lists of 
reference books and standard works which comprise a basic collection in 
each major subject area. New editions of these materials are acquired 
when published 

74. work with reader services and selection staff to select materials for 
branch collections 

75. Draft reference service procedures and policies; draft revisions as 
required 

76. Flowchart and document reference service procedures 

77. Assist section manager in on-going systems analysis of the section 

78. Analyze statistics and prepare draft statistic*"* reports 

79. Develop charging strategies 

80. Analyze financial data an J prepare dtuft financial reports 

81. Handle deposit cf funds/assessment of charges 

82. Superv oe mid level staff 

83. Function as S'.wi.on manager in his/her absence 
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KNOHLEDGE 



REFERENCE ENTRY LEVEL 



R * a ^ Imalfidgfi 

*** knowletige related to literacy, numeracy, n—iili nl linn, etc. 

Subject knowledge 

knowledge of the primary subject field of r.sers served (e.g., 
literature, music, etc.) 
*** knowledge of foreign languages 

Library & InfonPiiaP S cience Knowledge (Generic) 

* knowledge of definition, structure, and forests of Information 

* knowledge of alternative approaches to the organisation of information 

* knowledge of alternative approaches to retrieval of '^formation 

* knowledge of alternative approaches to information management 

** knowledge of available and emerging Information technologies and their 
applications 

** knowledge of completed and ongoing research In the field and its 

applicability to practice 
** knowledge of career opportunities 
** knowledge of hoy to ? '9m on an ongoing ba? as 

Knowledge about infonwHnn i^r fc environments 

* knowledge of the expanding information community, its participants and 

their Interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings a- 3 *i>eir organizational 

structures 

* knowledge of the functions perfor within the various work settings 

and the services and products o. .ered 

* knowledge of the users of the services and products, their character- 

istics and information habits 

luowledae of what work is done 

*** knowledge of the refererce function, the range of services and products 

offered (both actual and rotential) 
** knowled : of the activities v Hat are required to offer the services and 
produce the products 

* knowledge of the various resworn? s hat ars necessary to support the 

activities 

*** knowledge of r e f ^ence/rcferral tools and sources of lnf orsation 
** knowledge of rererence/referral methods and trndbnlquss 

* knowledge of performance expected and how it can be measured 

** knowledge of job responsibilities and working conditions (e.g., rar. £ 
of oVies, probable oc Tenration, benefits, etc.) 
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KNOHLEDGE 



REFERENCE ENTRY LEVEL 

Piwledoe how to do work 

*** knowledge at how to perfore the various activities 
** Knowledge of bow to use the reference/referral and other sources 
** knowledge of bow to apply the reference/referral ■etbods and techniques 

* knowledge of personnel procedures 

Knowledge of the ooMmmity nerved and the lihrary 

* knowledge of the ■lsslon, goals and objectives of the library 

** koowleuge of the policies and procedures relevant to the library 

** knowledge of the various resources available vithin the library (e.g., 

personnel, equipnent, etc.) 
** knowledge of toe user* 1 intonation needs and requirement- 
knowledge of the collection, and of related collections 



REFEPTKCE MID LEVEL 

** greater depths of knowledge specified □bove 

* knowledge of the operations of other sections in the library and tow 

they relate to re f ere n ce 

* knowledge of available vendor-supplied systems, services end products 

to support reference 

* knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation method and techniques to evaluate systems, 

services and products 

* knowledge of public relation* techniques 
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KKXfiJXGE 



REFERENCE SENIOR LEVEL 



*** greater depths of knowledge specified above . 

** knowledge of statistical description, analysis, interpretation and 



* knowledge of the costs associated with library, resources Materials, 

personnel, space, etc*) 

* knowledge of "x>st analysis and interpretation methods 

* knowledge of ^dtfaods of resource allocation 

** knowledge of standards, ■easnrea and setbocta for evaluating personnel 

* knowledge of alternative asnagesant structures and their Japlications 

for the operation of the library 

* state-of-the-art knowledge of library research and practice 
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nOHLSDGE 



REFERENCE ENTRY LEVEL 



Basic tafltledge 

** knovledge related to literacy, nweracy, complications, etc. 
Subject knowledge 

** knowledge of the primary subject field of users served (e.g. , 

literature, susic, etc.) 
** know ledge of foreigi languages 

TAhrary & information Science Khowledge (Generic) 

** knowledge of definition, structure, and fonats of inf ooaation 
*** knovledge of alternative approaches to the organization of information 
*** knowledge of alternative approaches to retrieval of infooaation 

** knowledge of alternative a tip ro adies to Information aanage n ent 
*** knovledge of available and emerging inf onaticn technologies and their 
a pp l icat ion s 

** knovledge of completed and ongoing i ^search in the field and its 

applicability to practice 
** knovledge of career cflpo c l mlties 
** knovledge of how to learn on an ongoing basis 

Khowledge ahout information work environments 

knowledge of the expanding information coawnity, its participants and 
their interrelationflhips (social, eoonartc, technical, etc.) 
** knovledge of the variety of work settings and their organisational 
structures 

** knovledge of the functions performed within the various work settings 
and the services and predicts offered 

** knovledge of the users of the services and predicts, their character- 
istics and intonation habits 

Knowledge of what work is done 

** knovledge of the reference function, the range of services and products 

offered (both actual and potential) 
** knovledge of the activities that are required to offer the services and 

pro duce the products 
** knowledge of the various reso urc es that are necessary to support toe 

activities 

** knowledge of r«tf erenoe/referral tools and sources of intonation 
** knowledge of reference/referral sctbods and techniques 
** knowledge of pezfiucssnos espected and now it can be ssnsured 
** knowledge of job responsibilities and working conditiais (e.g., range 
of duties, probable coapansation, benefits, etc.) 
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REFERENCE 



ENTRY LEVEL 



Knowledge of how to do work 

** knowledge of bow to perfom the various activities 

** knowledge of bow to use the reference/referral and otner sources 

** knowledge of bow to apply the reference/referral ssthods and techniques 

** knowledge of personnel procedures 

Knowledge of frhp nrnrnmlfcy nerved and the library 

** knowledge of the sdsslon, goals and objectives of toe library 

** knowledge of tbe policies and procedures relevant to the library 

** knowledge of tbe various resources available within tbe library (e.g., 

personnel, eguipnent etc.) 
** knowledge of tbe users' infoaation needs and rejuireaants 
** knowledge of tbe collection, and of related collections 



REFERENCE MID LEVEL 



** greater depths of knowledge speci f ied above 

** knowledge of tbe operations of other sections in the library and bow 

they relate to reference 
*** knowledge of available vendor-supplied systeas, services and products 

to support refer e nce 
** knowledge of the contracting process, both in general and within tbe 

organisation 

*** knowledge of evaluation ssthods and techniques to evaluate systeas, 

services and products 
** knowledge of public relations techniques 



REFCT.EL.CE SENIOR LEVEL 



greater depths of knowledge specif iec above 

knowledge of statistical description, analysis, interpretation and 



knowledge of tbe costs issociated with ltirary resources (aaterlals, 

JP^JaCie^jO^Js^J^s^saL f ^K^j^^^E^^J ^B^t^5 £ ^ 

knowledge of cost analysis and interpretation ■etbods 
knowledge of ■etbods of resource allocation 

knowledge of st a nd ar ds, sea war as an£ a^oods for evaluating personnel 
knowledge of alternative wtusgnmk strjctures and their implications 

for the operation cl the liurarv 
state-of-the-art knowledge of library research and practice 
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skuas 



REFERENCE ENTRY LEVEL 



Basic SKUla 

*** literacy, numeracy, cognitive, analytical, ocaauiicetians, etc. 

Skills Relafcgd to Specific Activities 
Ability to: 

* perform each activity 

*** establish rapport with users and colleagues 
** i anicBte well fcy written, verbal and non-verbal neans 
** induct an interview 

** conduct meetings with individuals and groups 

* collect, analyze and interpret data 

* sake decisions and reoc—cndal lens based ou available inf omation 

* supervise staff 

* work inJq^gidnitly and in groups 

* develop criteria for evaluation 

AbiMty to: 

* oake effective, tbaely, ard well-inf oraed dadajons 

* isolate and define problems and develop the necessary criteria and 

action for their solution 
** oarage tine effectively 



PEEERENCE HID LEVEL 



flknin Belated tg Bach Specific Activity 

*** Skills listed above are developed to a greater extent 

Ability to: 

* perceive the needs of the organisation and not just the library 

* anticipate long-range needs of librar' 

* design systens and procedures to improve library operations 

* arbitrate and negotiate 
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sous 



REFERENCE SENIOR LEVEL 



*** Skills listed above are developed to a greater extent 

Ability to: 

** apply netbods of leasuresent and evaluation 
** budget and sake pro j e ctions 

cptiaiae the use of library resources 
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REFERENCE FNTKY LEVEL 

&si<L&ills 

* literacy, nweracy, cognitive, analytical, oomnicaticns, etc. 
Skills Belated to Specific Activities 
Ability to: 

** perform ***** activity 

** establish rapport with users and colleagues 

** oc— cnlcate well by written, verbal and non-verbal means 

** conduct an interview 

** CQDduct meeting? with individnls and groqps 
** collect, analyse and interpret data 

** aake decisions and reocakbl Lens based on available inf oraation 

** sigiervlse staff 

** work independently and in groqps 

** develop criteria for evaluation 

Ability to: 

** aake effective, timely, and well-informed decisions 

** isolate and define problem and develop the necessary criteria and 

action for their solution 
** manage time effectively 



REFERENCE MID LEVEL 

Skills Related to Rich Specific Activity 
** Skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs uf the organisation and not just the library 
** anticipate long-range needs of library 
*** design systems and procedures to improve library operations 
** arbitrate and negotiate 
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ERIC 



SKILLS 



REFERENCE SENIOR LEVEL 



* Skills listed above are developed to a greater extent 
Ability to: 



** apply netbods of neasureaent and evaluation 

** budget and sake projections 

** optimise the use of library resources 
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OOHP EreOES VM JPffED AS 
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amms 



REFERENCE 



Dispositional Attitudes 

Attitudes Toward Institutions 

** Respect for profession 
*** Respect for the library 
* Respect for the parent organization 

Attitudes T i ward Other Peop le 

Toward Users 

*** Respect users 
** Like people in general 

* Like children 

** Like to help people 

* Like to Meet people 

* Like to sake others feel ooafortable 
*** Sensitive to others' needs 

Toward Others in the Workplace 

** Respect co-rorkers 

* Like to work with others/as a team 

* Like to work an own 

** Willingness to draw upon and share knowledge and experience with 
others 

** Supportive of co-workers 

** Enjoy managing/supervising others 



Personal Qjalities 

** Alertness 

* Assertiveness 

* Cowpasslcn^tindnesb 

* Confidence 

* Cheerfulness 
*** Dependability 

* Detendnation/Tenaclty 
** Diplomacy 

** Raoticnal stability 
** Fairness 

** nexiMUtyABrmtility 

* laagination 

** Inquisitiveness 

*** Leadership ability 
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xrriiuus 



REFERENCE 



Personal realities fcont'd) 
** Neatness 

** Need for achievement 
Objectivity 



* Optiatfaa/Positive attitude 

* Organization 



* Physical endurance 



* Sensltf ve/lhoughtful 

* Sense of humor 
** Sense of ethics 



attitudes Relfltfll tlft iT cto/Work/Orqanization 
Individual should demonstrate: 

** Willingness to take/accept responsibility 

* Willingness to take initiative 

* Willingness to respond to authority, apply and follow policy 
*** Desire to learn/try 

Willingness to fail 
** milingness to ask questions 
** Desire to work to best of ability 
** aaaponslveness to time constraints 



* Willingness to get hands dirty 

* mention to detail 

* Willingness to do clerical tasks 
** Desire to foUov-through 



** Organizational identity 

* Willingness to promote library end Its services 

* View of library as part of a larger Information environment 

* View of library as an organization 

* Ability to ate broad picture 

* Ability to sacrifice short-term gains for long-term goals 

* Political sense 
** Curiosity 

* variety of interests 

* Desire to grow personally 

* Desire to grow professi onally 

* Desire to i ran In current in specific and general subject field 
** Positive attitude toward job 
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REFERENCE 



Dispositional Attitudes 

Attitudes Howard Instil ^onf 

** ns o pec t for profession 
** Reepect for the library 

* Rrapont Cor the parent organization 

Attitudes Toward Other People 

Toward Users 

** Itoorwct users 

** Like people in general 

** Like children 

** Like to help people* 

** Like to meet people 

** Like to sake others feel ooaf ortable 

** Sensitive to others' needs 

Toward Others in the Workplace 

** Itenpoct co-workers 
** Like to work with others/as a team 
* Like to work on own 

** Willingness to draw upon and share knowledge and expr ience with 
others 

** Supportive of co-workers 

** Enjoy sanaging/supervising others 

Personal Qualities 

** Alertness 

** Assertiveness 

** Oaspasslon/fcindness 

** Confidence 

** Cheerfulness 

** Dependability 

* Dsl stwtoatiflD ^isnacifty 
** Diplosacy 

** Motional stability 
** Fairness 

** nexlbUity/tersatility 
** issj ai nation 
** inojoisitiveness 
** Leadership ability 
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REFERENCE 

Personal Qualities fcont'd) 



** Need for achievesent 
•Objectivity 



* Cptisisai/Positive attitude 



** Patience 
** Physical endurance 



** Seraittve/iboagbtful 
** Sense of husor 
** Sense of ethics 
** Tolerance 

Attitudes Related to Job/Work/Orqanization 

Individual should demonstrate: 

** Willingness to take/acceot responsibility 
** Willingness to take init -tive 

* Willingness to respond to authority, apply and follow policy 
** Desire to learn/try 

* Willingness to fail 

** Willingness to ask questions 

** Desire to work to best of ability 

* Responsiveness to tise constraints 



•Willingness to get hands dirty 

* Attention to detail 

* Willingness to do clerical tasks 
** Desire to follow-through 

** Service orientation 
** Orgarilsational identity 

** WilllngMss to pcoaote library and its services 

** View of library as part of a larger lnforsaticn environment 

** View of library as an organisation 

** Ability to see broad picture 

** Ability to sacrifice short-tern gains for long-ten goals 
** Political sense 

* Curiosity 

* Variety of interests 

** Desire to grow personally 
** Desire to grow professionally 

** Desire to reaain current in specific and general subject field 
** Positive attitude toward job 
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ACTIVITIES 



SERIALS 00NT3OL WTPS LEVEL 



Verification and Ordering 

1. Receive citation.? for selected serials/numbered series from the acqui- 
sitions section 

2. Receive citations from professional staff for subscriptions for the 
professional collection 

3. Receive issues/parts of serials/numbered series from the acquisitions 
section which were received on approval, as gifts, etc. 

4. Develop a working knowledge of the library's collection development 
policies and guidelines 

5. Refer questionable citations/items to supervisor for selection review 

6. Determine source of procurement for each title ordered (jobber, direct, 
gift, exchange, etc.) 

7. Supervise ordering of serials/numbered series: 

verify and locate additional bibliographic data as required; refer 

problems to supervisor 
search serials records to determine if title is already on order 
for older materials/citations, search library's catalog (s) to 

determine if entire series is in the collection already 
prepare serials records for titles to be ordered 
prerare subscription orders, including the proper "ship to" 

addresses for branch copies, if appropriate 
prepare purchase orders, if required 
prepare order documentation for mailing 

forward order documentation to the acquisitions section for fiscal 

control and mailing 
claim outstanding orders (no issues received) 
claim missing issues 
cancel orders, as. required 
re-issue orders to different sources as required 
order replacement copies of damaged/lost issues 
process renewals 

maintain a statistical record of ordering operations 

8. Search for trade and non-trade bibliographic information that techni- 
cians are unable to locate; refer problems to higher level staff, as 
appropriate 



198 

136 



ACTIVITIES 



SERIALS CONTROL EMERY LEVEL 



Receipt Processing 

9. Supervise receipt processing of serials/numbered series: 

sort incoming items, if appropriate 

search serials file to locate the records 

update records with receipt of individual issues/hunbers/parts 

flag records for gap filling 

record/affix locator data on each piece (classification number, 

special collection symbol, etc.) 
mark materials with the library's identification 
affix security labels 

place issues in special binders, if appropriate 

place new serial titles on the appropriate truck for delivery to 

the cataloging section 
place items which have title changes on the truck for cataloging 
place new issues for the reading roan on the appropriate truck 
place issues for the stacks on the appropriate trucks 
place issL2B for branches on appropriate trucks if check-in is 

performed centrally 
deliver trucks to proper locations 

annotate receipt on packing slips/invoice copies, if received, and 

forward to the acquisitions section 
annotate packing slips/invoice copies for damaged/imperfect or 

unwanted hardbound series; forward documentation and pieces 

to the acquisitions section for processing 
place surplus materials in specified area to await proper disposal 

by the acquisitions section 
maintain record of receipt processing statistics 

10. Assign processing priorities to new serial titles and to other series 
requiring update of cataloging records 

File Maintenance 

11. Supervise creation and maintenance of serials records: 

input records for central library and branch copies ordered 
update records with data re: cancellations, reissues, claims, and 
gap filling 

update records with shelving location data for newly-cataloged 
titles 

update records with data re: change in frequency, change of title, 
change in publisher, cessation, change of shelving location, 
etc. 

input new records for newly changed titles 
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ACTIVITIES 



SERIALS CONTROL ENTRY LEVEL 



Pile Maintenance (cont'd) 

11. Supervise creation and maintenance of serials records (cont'd); 

update records with binding control data if serials records are 
automated 

input cross reference records as required 

remove records from the active file when appropriate 

delete records when appropriate 

maintain statistical records of file creation and maintenance 
operations 

12. Supervise the forwarding of correspondence re: cessation/completion of 
seties to the cataloging section following maintenance of serials 
records 

ttbfiE 

13. Handle problems related to ordering and receipt processing of serials/ 
numbered series and to overall maintenance of the serials records; 
refer problems to higher level staff, as appropriate 

14. Conduct library business by phone, when appropriate 

15. Write memos and letters, as required 

16. Prepare manuals of procedures 

17. Make reconroendations to the section manager for improvement in opera- 
tions of the unit/section 

18. Attend and participate in staff meetings 

19. Provide an overview of the operations of the unit/section to visitors, 
as requested 

20. Supervise technicians, parap" of essicnal staff and volunteers 

21. Work to develop "esprit de corps" among staff supervised 

22. Assist section manager in writing job descriptions for self and for 
staff supervised 

23. Assist section manager in developing performance standards for self and 
for staff supervised 
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ACTIVITIES 



SERIALS CONTROL 



ENTRY LEVEL 



Other fcont'd) 

24. Assist manager in the review and performance evaluation of staff 
supervised 

25. Assist in the selection of new technicians and paraprofessionals 

26. Keep abreast of developments in the information field, library 
practice, or legislation that affect library processing and control of 
serials/numbered series 

27. Attend professional meetings and prepare reports for dissemination to 
staff 

28. Develop professional contacts both within and outside the library 



SERIALS CONTROL HID LEVEL 



Verification and Ordering 

29. Develop procedures for the verification and ordering of serials/ 
numbered series 

30. Supervise the maintenance of an address file of procurement sources for 
serials 

31. Draft form letters for ordering serials, claiming/cancelling orders, 
claiming missing issues, ordering lost/damaged issues, etc. 

32. Work with the acquisitions section to schedule purchases of serials in 
order to oy >rate within the budget 

33. Work with the acquistions section to develop procedures for the 
handling of the final steps in serials ordering and invoice processing 

34. Identify sources for filling gaps when the required issues are unavail- 
able from the publishers 

35. Coordinate gap filling as gaps are reported by collection maintenance 
staff as part of binding preparation and inventory operations 

Receipt Processing 

36. Derelop procedures for receipt processing of serials/nunbered series 
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ACTIVITIES 



SERIALS CONTROL MID LEVEL 



ERIC 



File Maintenance 

37. Develop procedures for maintenance of the serials records 

39. Hake preliminary selection of forms and/or develop draft record formats 
for all serials record files 

39. Work with collection maintenance staff to develop procedures and record 
formats for including binding control data in automated serials records 

Fiscal Control 

40. Together with the acquisitions section, work with the contract and/or 
purchasing department (s) to identify unique requirements and develop 
draft procedures for purchasing serials and services (e.g., open ended 
subscriptions, dealer check-in) 

41. Work with the acquisitions section to develop procedures for proper 
packing slip/ invoice handling and receipt certification by serial 
records staff 

42. Assist acquisitions section in resolving any problems related to pay- 
ment for serials 

43. Remain aware of the expenditures and balances in the serials 
account (s) j notify the section manager of situations which may require 
special action 

44. Project budget requirements for purchasing serials for the new fiscal 
year 

fitter. 

45. Assess performance of existing equipment/systems used in serials 
records and investigate capabilities of other equipnent/systems 

46. Recommend acquisition of new/additional equipnent/systems 

47. Train staff in operation and in-house maintenance of equipnent/systems 

48. Supervise in-house operation and maintenance of equipment/systems 

49. Gather information for maintenance contracts on equipment/systems 

50. Draft statements of work for contract proposals for services, systems, 
equipment and/or maintenance 
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ACTIVITIES 



SERIALS CONTROL MID LEVEL 



Other fctMit'd) 

51. Evaluate contractors' proposals 

52. Train and supervise entry level staff 

53. Assist in the selection of new professional staff 

54. Write articles for professional journals/newsletters when appropriate 



SERIALS aXJTBOL SENIOR LEVEL 



Selection 

55. Review items identified by staff as being of questionable suitability 
for the collection; concur with the selections and/or refer the 
remaining questionable items to senior acquisitions staff for review 

56. Work with senior acquisitions staff to formulate draft selection 
policies for serials/hunbered series 

57. Work with senior acquisitions staff to prepare draft selection guide- 
lines for serials/numbered series to be used by selection staff as an 
aid in interpreting selection policies 

58. Coordinate the annual review by reference and reader services staff and 
advisory group (s) of the list of serials/hunbered series currently 
acquired for the library's collection (s) 

59. Coordinate the annual review by library staff of the list of serial 
titles which they currently receive for the professional collection 

Verification and Ordering 

60. Select and maintain an up-to-date collection of aids to bibliographic 
verification of serialR data 

Receipt Processing 

61. Work with senior acquisitions and cataloging staff members to identify 
processing priorities for various categories of serials and to draft 
guidelines for priority assignment 
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ACTIVITIES 



SERIALS CONTROL MID LEVEL 



fitter 

62. Function as a technical expert in all matters related to processing of 
serials/hunbered series 

63. Interview dealers 1 representatives to learn about the particular 
services they offer 

64. Identify dealers who have a good performance record in supplying 
irregular serials, conference/congress proceedings, and other series 
which are difficult to enquire on subscription 

65. Assist the section manager in negotiating with dealers 1 representatives 
to obtain the required level of service in acquiring ancl/or processing 
serials 

66. Evaluate dealers' performance and report to section manager 

67. Work with interlibrary loan and cataloging section staff manbers to 
produce anchor update the library's serials holding list 

68. Draft serials records procedures and policies; draft revisions as 
required 

69. Flowchart and document serials records procedures 

70. Assist section manager in on-going systems analysis of the section 

71. Analyze serials processing statistics and prepare draft statistical 
reports 

72. Train and supervise mid level staff 

73. Function as section manager in his/her absence 
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SERIALS CONTROL ENTRY LEVEL 



Bafilg kn owledge 



** knowledge related to literacy, maeracy, i i s»nlcatiora, etc. 

Subject knowledge 

knowledge of the primary subject f^eld of users served (e.g., 
literature, ausic, etc*) 
** knowledge of foreign languages 

Library L Information Science Khcwledge (Generic) 

* knowledge of definition, structure, and foraats of information 

* knowledge of alternative approaches tr the organization of information 

* knowledge of alternative atycoacbeb to retrieval of Infdraation 

* kmrledge of alternative approaches to inforaatlon nanagraent 

* knowledge of available and wrglrwj inforaatlon technologies and their 

ap pl ic a tions 

* knowledge of completed and ongoing research In the field and its 

applicability to practice 

* knowledge of career opportunities 

* knowledge of how to learn on an ongoing basis 

Knowledge about informaHm work enviroments 

* knowledge of the expanding information conrounity, its participants and 

their interrelationships (social, economic, technical, etc.) 
knowledge of the variety of work settings and their organizational 
structures 

vaowledge of the furr performed within the various work settings 
and the servicer » * oducts offered 

* knowledge of the zwl* of the services and products, their character- 

istics and Information habits 



Baatlfiflb of what mqiL is dope 

** knowledge of the seritds control fmcticn, tae range of services and 

products offered (toth actual and potential) 
** knowledge of the activities tint are required to offer the services and 

pr o d u ce the p ro ducts 
** knowledge of the various resources that axe necessary to support the 

activities 

** knowledge of serials control tools and sources of bibliographic 
intonation 

** knowledge of serials control eathoda and tochalqaas 

* knowledge of ptrfonaaace expected and bow it can be seasured 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable ooapaaaation, benefits, etc.) 
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SERIALS CONTROL ENTRY LEVEL 



Knowledge of how to do work 

** knowledge of bar to perform the various activities 
** knowledge of h ow to use the serials control tools and sources of 
bibliographic intonation 

* knowledge of how to apply the serials control Methods and techniques 

* knowledge of personnel procedures 

Knowledge of the ccrnnmity served and the library 



* knowledge of the mission, goals and objectives of library 

* knowledge of the policies and procedures relevant to the library 

* knowledge of the various resources available within the library (e.g., 

p ers onnel, equipment, etc.) 

* knowledge of the users' inforsation needs and requirements 
** knowledge of the collection, and of related collections 



SERIALS CONTROL MID LEVEL 



** greater depths of knowledge specified above 

** knowledge of the operations of other sections in the library and how 

they relate to serials control 
** knowledge of available vendor-supplied systems, services and products 

to support serials control 

* knowledge of the contracting process, both in general and within the 

organisation 

* knowledge of evaluation methods and techniques to evaluate systems, 

services and products 
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SHOALS CONTROL SENIOR LEVEL 



*** greater depths of knowledge specified above 

* knowledge of public relatione techniques 

* knowledge of statistical description, analysis, interpretation and 

presentation 

** kno wledge o f the costs associated with library resources (Materials, 
personnel, space, etc*) 

* knowledge of cost analysis and interpretation 9010008 

* knowledge of setbods of resource allocation 

** knowledge of standards, aeaaures and aethods for evaluating personnel 

* knowledge of alternative aenagaawnt structures and their iaplications 

for the operation of the library 

* state-of-the-art knowledge of library research and practice 
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Subject knowledge 

** knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 
** knowledge of foreign languages 

Library & Information Science Knowledge (Generic) 

** knowledge of definition, structure, and founts of information 
*** knowledge of alternative approaches to the organization of information 
*** knowledge of alternative approaches to retrieval of inf emotion 
*** knowledge of alternative approaches to inforsation sanagenent 
*** knowledge of available and emerging inforsation technologies and their 
ap pl ioations 

** ^ovledge of coapleted and ongoing research in the field and its 

applicability to practice 
** knowledge of career opportunities 
** knowledge of how to learn on an ongoing basis 

Knowledge about information work environments 

** knowledge of the expanding inf orattion oo— unity, its participants and 

their interrelationships (social, economic, technical, etc.) 
* knowledge of the variety of work settings and their organisational 



** knowledge of the functions performed within the various work settings 
and the services and products offered 

** knowledge of the users of the services and products, their character- 
istics and inforsation habits 

Knowledge of what work is done 

** knowledge of the serials control function, the range of services and 

products offered (both actual and potential) 
** knowledge of the activities that are required to offer the services and 

produce the products 
** knowledge of the various resources that are necessary to support the 

activities 

** knowledge of serials control tools and sources of bibliographic 
inforsation 

** knowledge of serials control methods and techniques 
** knowledge of performance expected and hnw it can be measured 
** knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable compensation, benefits, etc.) 
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SERIALS CONTROL ENTRY LEVEL 



Knowledge of hew to do work 

** knowledge of bow to perform the various activities 

** knowledge of how to use the serials control tools and sources of 

bibliographic intonation 
** knowledge of how to apply the serials control methods and techniques 
** knowledge of pers onnel procedures 

Knowledge of the ocmrnmity served and the library 

** knowledge of the ■lesion, goals and objectives of library 

** knowledge of the policies and procedures relevant to the library 

** knowledge of the various resources available within the library (e.g., 

personnel, equipment, etc.) 
** knowledge of the users' infoxaation needs and regjuirenents 
** knowledge of the collection, and of related collections 



SERIALS CONTROL MID LEVEL 



* greater depths of knowledge specified above 

** knowledge of the operations of other sections in the library and how 
they relate to serials control 

* knowledge of available vendor-supplied systeas, services and products 

to support serials control 
** knowledge of the r attracting process, both in general and within the 
organization 

* knowledge of evaluation aethods and techniques to evaluate systeas, 

services and products 



SERIALS CONTROL SENIOR LEVEL 



** greater depths of knowledge specified above 
** knowledge of public relations techniques 

** knowledge of statistical description, analysis, Interpretation and 
Jon 
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* knowledge of the costs associated with library resources (Materials, 
personnel, apace, etc.) 

** knowledge of cost analysis and interpretation methods 
** knowledge of aethods of Manures allocation 

** knowledge of s ta nda r d s , saasarea and methods for evaluating personnel 

* knowledge of alternative aanagaaant structures and their implications 
for the operation of the library 

* state-of-the-art knowledge of library research and practice 
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SERIALS CONTROL ENTRY LEVEL 



ERIC 



Basic Skills 

* literacy, numeracy, cognitive, analytical, iibiiiIi nllons, etc, 
Skills p»i»ted to Specific Activities 
Ability tot 

* perron jKb activi 

* establish rapport i A mere and colleagues 



* oc— ill nil well by written, verbal and non-verbal neans 

condor*- an interview 

* conduct meetings with individuals and groups 

* collect, analyse and Interpret data 

* ante d ecision s and recommends! Una based on available inf oraaticn 

* supervise staff 

* work independently and in groups 

develop criteria for evaluation 

Ability to: 

** make effective, tiaely, and well-inf oraed Cddsions 

* isolate and define problems and develop the necessary criteria and 

action for their solution 
tine effectively 



SERIALS CONTROL MID LEVEL 

Skills BAiated to Each Specific Activity 

*** Skills listed above are developed to a greater extent 

Ability tot 

* perceive the needs of the organization and not just the library 

* anticipate long-range needs of library 

* design systems and procedures to improve library operations 

* arbitrate and negotiate 
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SKILLS 



SERIALS CONTROL SENIOR LEVEL 



Skills listed above axe developed to a greater extent 

Ability to: 

*» apply methods of aeasareaeat and evaluation 
** budget and sake projections 
*** optialse the use of library resources 
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SERIALS CONTROL ENTRY LEVEL 

Skills Related to Specif ic Activities 
Ability to: 

** perfom £och activity 

** fwmhUah rapport with users and colleagues 

** conmunicab veil by written, verbal and non-verbal means 

** conduct an interview 

** conduct aeetingi with individuals and groups 
** collect, analyse and interpret data 

** aake dacislons and recosasncal Lens based on available inforaation 



** work independently and in groups 
** develop criteria for evaluation 

Ability to: 

** aake effective, timely, and well-inf oraed decisions 

** isolate and define problsos and develop the necessary criteria and 

action for their solution 
** nonage tine effectively 



SERIALS CONTROL HID LEVEL 

Skills Related to Each Sp ecific Activity 
Ability to: 

** perceive the needs of the organisation and not just the library 
** anticipate long-range needs of library 
** design systems and p roced ure s to improve library operations 
** arbitrate and negotiate 



SERIALS CONTROL SENIOR LEVEL 



Ability to: 

* apply methods of aaasorement and evaluation 

* budget and make projections 
** optimise the use of library 



er|c 150 216 



ODMPETPOES VBLUKTH) AS 
BBSBOUL VBSUS DESIRABLE 



217 



JKITITUJHS 



SERIALS CONTROL 



DlBPOgltional Attitudes 

Attitudes Toward Infltltutions 

* Respect for profession 
** Respect for the library 

* Respect for the parent organization 

Attitudes Toward Other People 
Toward risers 

** Respect users 

* Like people in general 

* Like children 

* Like to help people 

* Like to meet people 

* Like to make others feel comfortable 

* Sensitive to others' n*eds 

Toward Others in the tforkplac > 

** Respect oo workers 

* Like to work with others/as a team 

* Like to work on own 

** Willingness to draw upon and share knowledge and experience with 
others 

** Supportive of co-workers 

* Enjoy Managing/supervising others 



Personal Qualities 

*** Alertness 

Assert iveness 

* Compassion/Kindness 
** Confidence 

* Cheerfulness 
** Dependability 

** Dstenmi nation/Tenacity 

* Emotional stability 

* Fairness 

* Werirdlity/Vtoatility 

* Imagination 

* Inquisltiveness 

* Leadership ability 
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SERIALS CONTROL 



Personal Qualities fconfc'd) 

* Naalness 

* Need for achievement 

* Objectivity 

* Open-mindechess 

* Optimism/fcositive attitude 
** Organisation 

** Patience 

Physical endurance 
** Resoarceful 

* Sensitive/Thoughtfui 

* Sense of humor 

* Sense ot' ethics 

* Tolerance 



Attitufefi Related to JOb/fc . ./Organization 

Individual should demonstrate: 

*•* Willingness bo take/accept responsibility 
** Willingness to take initiative 

*** WUlingnees to respL. 9 bo authority, apply and follow policy 
** Desire to learn/try 
Willingness to fail 
*** WMHnjwian to aak questions 
** Desire to work to beat of ability 
to tier constraints 




** Wilingnens to get hande dirty 
•* ^taction to detail 

* Willingness to do clerical tasks 
** Desire to follow-through 



* Organizatic.ial identity 

* Willingness to promote library and its services 

* View of library as part of a larger information environment 

* View of library as an organization 

* Ability to see broad picture 

* Ability to sacrifice short-term gains for long-term goals 

* Political sense 

* Curiosity 

* Variety of Interests 

* Desire to grow personally 

* Desire to grow piBfeseionally 

* Desire to remain current In specific and general subject field 

* Positive attitude toward job 
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Dispositional Attitudes 

Attitudes TYwird i nstitutions 

* neopect for prnfecoion 

* Respect for the library 

* Respect for the parent organisation 

flfctltuflM "* ntlirr Pmnlf 

Toward naer p 

* Respect users 

* like people in general 

* Like children 

* Like to help people 

* Like to aeet people 

* Like to sake others feel cosfortable 

* Sensitive to others 1 needs 

Toward Others in the Worlcpla«> 

* R e s pe ct co-workers 

* Like to work with others/as a teen 

* Like to work on own 

* Willingness to draw upon and share knowledge and experience with 

others 

* Supportive of co-workers 

* Bijoy Banaging/supervi8ing others 

Personal nnaHMn 

* Alertness 

** AsserUveness 

* Ooapassion/UnahesB 

* Omfidence 

* Cheerfulness 

* Dependability 

* Detereinatlon/taacity 

* Diplcnacy 

* Baotional stability 

* mirniMMi 

* nexibmty/versatility 

* imagination 

* Ihgaisitiveness 

** Leadership ability 
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Personal Qualities, (gaotldL 



Meed foe achievenent 
Objectivity 

Cpett*eMPfl8dtt66B 

OpHMlw/^oaitive attitude 



Physical endurance 



Sensitive^Aougbtful 
Sense of hunt* 
of ethics 



i^at-ides Related to Joh/WOrlc/Or panization 

Individual should demonstrate: 

Willingness to take/accept responsibility 
Willingness to take initiative 

W illi n g n ess to respond to authority, apply and follow policy 
Desire to learn/try 
Willingness to rail 
Willingness to ask questions 
Desire to work to beat of ability 
Besponsiveness to tine constraints 

Willingness to get bands dirty 
Attention to detail 
Willingness to do clerical tasks 
Desire to follow through 
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Organisational identity 
Willingness to proaote library and its 
View of library as an organisation 
Ability to see broad picture 

Ability to sacrifice fbort-tera gains for long-term goals 

Political sense 

Curiosity 

Variety of interests 
Desire to grow personally 
Desire to giow ptofeasionally 

Desire to r— in current in specific and general subject field 
Positive attitude toward job 
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